  FORM DOT–508
    (4/2006)

WEST VIRGINIA DEPARTMENT OF TRANSPORTATION
DEPARTING EMPLOYEE CHECK SHEET
	EMPLOYEE NAME:
	     
	JOB TITLE:
	     

	ORGANIZATION:
	
	AGENCY:
	     
	EPICS ID#:
	     


To be completed by the immediate supervisor or the payroll/personnel coordinator of the departing employee’s organization.

Transfer possession, if applicable, of:
 FORMCHECKBOX 

Employee identification card
 FORMCHECKBOX 

Building access card
 FORMCHECKBOX 

Agency issued purchasing credit card

 FORMCHECKBOX 

Agency issued travel credit card

 FORMCHECKBOX 

Agency issued fuel card

 FORMCHECKBOX 

Agency issued telephone credit card
 FORMCHECKBOX 

Parking lot access card and/or parking permit
 FORMCHECKBOX 

All Department of Transportation issued electronic equipment (cameras, laptops, pagers, cell phones, toll transponder, etc.)

 FORMCHECKBOX 

All Department of Transportation field construction/maintenance equipment (tapes, rolometers, hand tools, etc.)
 FORMCHECKBOX 

All Department of Transportation property access keys (building, equipment, automobile, etc.)
 FORMCHECKBOX 

All other state agency issued identification cards that may be issued such as State Treasurer credential or Surplus Property credential.
Enforce security protocol, if applicable, by:
 FORMCHECKBOX 

Revocation of computer access (Complete and process Form DOT-357, if needed.) 
 FORMCHECKBOX 

Purge confidential information from employee’s computer hard drive
Special requirement for Highways’ employees:

 FORMCHECKBOX 

Provide form RL-507, Exit Survey and request completion.

To the best of my knowledge, I have provided all DOT property in my possession. 
Employee’s Signature ________________________________________________

Date      
I have acquired all property presented by the departing employee and enforced necessary security protocol.
Supervisor’s Signature ______________________________________________
Date      
