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EMPLOYEE CHECK-OUT LIST
Guidelines for terminating access for an employee
	NAME:  
	POSITION:  
	DATE:  


	OIT ITEMS

	
	Description (see next page for URLs)
	Date
	Initial
	Form
Completed


	N/A

	1
	SOM ACCESS (NEW/MODIFY/DELETE USER REQUEST FORM)
	
	
	
	

	
	· ARCHIVE EMAIL ACCORDING TO RETENTION SCHEDULE PROCEDURES AND SOS POLICY https://www.maine.gov/sos/arc/records/state/index.html
· See detailed checklist for saving e-mail and files at: http://inet.state.me.us/foaa/documents/Checklist_saving_email_files.pdf 
	
	
	
	

	
	· DISABLE ACTIVE DIRECTORY ACCOUNT
	
	
	
	

	
	· DISABLE EXCHANGE MAIL
	
	
	
	

	
	· TURN IN LAPTOP/DESKTOP COMPUTER
	
	
	
	

	
	· DISABLE ACCESS TO AGENCY APPLICATION
	
	
	
	

	
	· DISABLE ACCESS TO FOOTPRINTS, MS-TAMS, COMMUNICATOR, JIRA, AXIOM, etc.
	
	
	
	

	2
	TELEPHONE SERVICE ORDER (DISABLE LAND LINE)
	
	
	
	

	3
	DISABLE SECURID/COLLECT TOKEN
	
	
	
	

	4
	INACTIVATE TELEPHONE ACCESS CODE 
	
	
	
	

	OTHER (NON-OIT) ITEMS
	
	
	
	

	5
	TERMINATION AND CONTINUATION OF BENEFITS FORMS, RESIGNATION, RETIREMENT 
	
	
	
	

	6
	UPDATE BUILDING ACCESS AND EMERGENCY EVACUATION LISTS
	
	
	
	

	7
	COLLECT AND CANCEL CELLULAR PHONE OR BLACKBERRY
	
	
	
	

	8
	COLLECT AND CANCEL PAGER
	
	
	
	

	9
	RETURN FLEET RENTAL VEHICLE (AS APPLICABLE)
	
	
	
	

	10
	COLLECT KEYS  DESK/DOOR/FILE CABINET
	
	
	
	

	11
	CANCEL INTERCALL CONFERENCE CARD
	
	
	
	

	12
	COLLECT SECURITY BADGE (this also pertains to Contractors)
	
	
	
	

	13
	PERFORM EXIT INTERVIEW/EVALUATION
	
	
	
	


EMPLOYEE CHECK OUT
USEFUL LINKS
RESPECTIVE MANAGER/ASSIGNEE
1. SOM ACCESS (NEW/MODIFY/DELETE USER REQUEST FORM):  Supervisor completes a footprint ticket at https://footprints.state.me.us/footprints/maineuserrequest.html to disable an Active Directory account, Exchange e-mail account; request a device (laptop/desktop). 
2. TELEPHONE SERVICE ORDER:  Supervisor/Manager submits cancellation request by completing a form at   https://footprints.state.me.us/footprints/telco.html
3. SECURID:  Employee’s SECURID must be collected by the Supervisor and returned to the Finance and Contracts staff, at SHS #145.  Supervisor must complete the cancellation form at http://footprints.state.me.us/footprints/rsa.html 

4. TELEPHONE ACCESS CODE REQUEST FORM:  To inactivate a telephone access PIN number, you must complete the Request for Authorization Access Code at http://inet.state.me.us/oit/eforms/accesscodes/index.html and click on C-Cancel under the Request Code drop-down menu.

Employee’s Signature ________________________________________
Date _______________

Supervisor’s Signature ________________________________________
Date _______________
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