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Removal of Access Privileges and Return of University Property
The following checklist must be completed on salaried faculty and staff who are moving to another school or department or separating employment with the University.  Please return to the University Human Resources Division of HR Administrative Services (Records Section) at 914 Emmet Street (Michie South Bldg).  Please see University Policy – Responsibility of Managers and Other UVA Officials for Access Privileges at. http://www.hr.virginia.edu/hr-for-you/university-staff/university-staff-policies-and-procedures/university-staff-employee-relations-policies-and-procedures/access-privileges/
	Employee’s Name (Last, First, Middle)
	Oracle Employee ID #


1.  Reason for Change:  Please check  [image: image2.wmf]

applicable reason(s).  If more than one, circle the most important among those checked:
	[image: image3.wmf]

to accept another position inside UVA
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health
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relocation
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to accept another position outside UVA
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education
	[image: image8.wmf]other reasons (please explain below)
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retirement
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	_____________________________________


2. Forwarding Address (Needed for Final W-2, etc.): Complete only if different from current address listed with University Human Resources :
_____________________________________________________________________________________________
_____________________________________________________________________________________________
3. Type of Change: Please check [image: image11.wmf]

the appropriate box:
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Promotion/Transfer
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Retirement
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Discharge
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Voluntary resignation
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Release
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Other (please explain below)
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Appointment ended
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Layoff
	___________________________________________


4. Supervisor's Comments (Attached additional sheet if necessary):
_____________________________________________________________________________________________
_____________________________________________________________________________________________
6. Re-Employment:  If the faculty or staff member has left your organization, would you re-employ in your organization? [image: image20.wmf]

Yes [image: image21.wmf]

No 

7. University Property and Authorizations:  Has employee turned in all university property he/she may have been entrusted with, and have all computer and phone accounts and other authorizations been inactivated? 
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University I.D. Cards
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Keys/Swipe Cards
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Other University property
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E-Mail Accounts/Access Privileges
	[image: image26.wmf]

System/Computer Accounts/Access
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Phone mail Account/Access
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University Credit Cards/Travel Cards
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Long Distance Calling Card/FAC
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Keys


8. Supervisor's Signature: 

	_____________________________________________
	_________________________________
	_________________

	Signature
	Title
	Date
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