DEPARTMENT OF ADMINISTRATIVE & FINANCIAL SERVICES

OFFICE OF INFORMATION TECHNOLOGY
EMPLOYEE CHECK-OUT

	NAME:  
	POSITION:  
	DATE:  

	Supervisor:
	
	

	

	
	Description
	Date
	Form
Completed

	Collected

	Initial

	1. 
	TERMINATION AND CONTINUATION OF BENEFITS FORM, RESIGNATION, RETIREMENT – GGSC (AKA DFPS PERSONNEL)
	
	
	
	

	2. 
	EXIT INTERVIEW -https://www.surveymonkey.com/s/MaineStateEmployeeExitInterview
	
	
	
	

	3. 
	TELEPHONE SERVICE ORDER (Disable or change desk line)
	
	
	
	

	4. 
	TELEPHONE ACCESS CODE REQUEST FORM
	
	
	
	

	5. 
	TELEPHONE CALLING CARD CANCELLATION
	
	
	
	

	6. 
	BUILDING ACCESS LIST/SECURITY BADGE (this also pertains to Contractors)
	
	
	
	

	7. 
	NEW/MODIFY/DELETE USER REQUEST FORM
ARCHIVE EMAIL ACCORDING TO RETENTION SCHEDULE PROCEDURES AND SOS POLICY http://www.maine.gov/sos/arc/records/state/electronic.html
Ask where Supervisor’s want the copy of the pst. File

· Disable Access to Footprints, Communicator (IM) , JIRA, AXIOM, etc.

· DISABLE AGENCY APPLICATION ACCESS
	
	
	
	

	8. 
	MS-TAMS
	
	
	
	

	9. 
	SECURID
	
	
	
	

	10. 
	PAGER
	
	
	
	

	11. 
	LAPTOP/DESKTOP
	
	
	
	

	12. 
	CELLULAR PHONE/BLACKBERRY/PREMIERE (PGi) AUDIO CONFERENCE CARD
	
	
	
	

	13. 
	FLEET RENTAL VEHICLE
	
	
	
	

	14. 
	DSL/CABLE MODEM
	
	
	
	

	15. 
	EXIT PERFORMANCE EVALUATION
	
	
	
	

	16. 
	LOCKER
	
	
	
	

	17. 
	KEYS/LOCK #

DESK

DOOR 

FILE CABINET
	
	
	
	

	18. 
	MISCELLANEOUS ITEMS
	
	
	
	

	19. 
	SUPERVISOR TO COMPLETE CHECK OUT FORM
	
	
	
	

	20. 
	UPDATE BUILDING ACCESS AND EMERGENCY EVACUATION LISTS
	
	
	
	


_______________________________________________

_________________________________________


Supervisor Signature and Date




Manager Signature and Date

 INSTRUCTIONS AND RESPONSIBILITY DESCRIPTION

1. TERMINATION/RESIGNATION FORM:  The resignation form and continuation of benefits form are located at http://www.maine.gov/bhr/employee_center/forms.htm.  Once completed send to the General Government Service Center (aka DAFS Personnel Office) for processing.  
2. EXIT INTERVIEW, have employee go to link: https://www.surveymonkey.com/s/MaineStateEmployeeExitInterview
3. TELEPHONE SERVICE ORDER:  To inactivate the telephone line, you must complete the Service Order form located at http://inet.state.me.us/oit/eforms/telephoneservicerequest/index.html and fax it to Telecommunications Customer Support at 621-2722.  
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/Net/AccessCodes/Default.aspx and click on C-Cancel under the Request Code drop-down menu.
5. TELEPHONE CALLING CARD CANCELLATION:  Collect the calling card and complete the online form located at http://inet.state.me.us/OIT/EForms/Net/CallingCard/Default.aspx to cancel the card.  Turn in the card to the Finance & Contract’s Billing Services staff at SHS #145.
6. BUILDING ACCESS /SECURITY BADGE:  Supervisor must collect the badge and complete the online form located at http://inet.state.me.us/OIT/EForms/Net/AccessRequest/Default.aspx to remove all access.  The badge must be turned into the Security Office at 51 Commerce Drive, 4th Floor, or to OIT/CTS-Security, SHS 145.  

7. DELETE USER FORM:  Complete a “Footprints” ticket by going to http://inet.state.me.us/oit/eforms/index.html  and clicking on “New/Modify/Delete User Form”.  Instructions on how to complete the footprints ticket is available for download in MSWord format.  Archive email according to retention schedule procedures and SOS policy http://www.maine.gov/sos/arc/records/state/electronic.html.  Ask the Supervisor’s where to put a copy of the pst. 

In the “Additional Information” section of the footprints ticket, please note DISABLE AGENCY APPLICATION ACCESS:  Notify agency administrators that access and privileges to agency application should be revoked as of date of separation.  Review privileges and authorizations for applications (ACES, MACWIS and MECARE.) with employee to ensure accuracy. Disable Access to Footprints, Communicator (IM), JIRA, AXIOM, etc

8. MS-TAMS: https://portal.lb.state.me.us/tams Employee must complete TAMS time record prior to departure. 

9. SECURID:  Employee’s SECURID must be collected by the Supervisor and returned to the OIT Admin Staff at SHS #145.  Supervisor must complete the cancellation form at http://inet.state.me.us/OIT/EForms/Net/SecurIDCancel/Default.aspx 

10. PAGER:  Employee’s pager must be returned to OIT Administrative Staff at SHS #145, who will cancel the service with the paging company and notify Billing Services staff.

11. LAPTOP/DESK PC:  Any equipment that an employee has signed out must be returned to the Manager.
12. CELLULAR PHONE/BLACKBERRY/PREMIERE (PGi) CONFERENCE CARD:  Any equipment must be returned to OIT Administrative Staff, SHS 145, for disposition and cancellation.
13. FLEET RENTAL VEHICLE:   Key to vehicle must be returned to the Manager for disposition.
14. DSL/CABLE MODEM:  If this service was deemed necessary for an individual, a Voice Services’ Service Order http://inet.state.me.us/oit/eforms/telephoneservicerequest/index.html must be submitted for removal.
15. EXIT PERFORMANCE EVALUATION:  The supervisor assigned has the responsibility to ensure that a recent evaluation is completed prior to the employee leaving.  (Note:  if an evaluation has been completed within the past three (3) months AND if there has not been any circumstance/incident that would require documenting, then no evaluation must be completed.)


16. LOCKER (if applicable):  Locker must be cleaned out and keys and/or locks must be turned in to the supervisor.


17. KEYS/LOCKS:  All keys that were issued must be returned to supervisor.  Check numbers against the check in list.
18. MISCELLANEOUS ITEMS:   Any other items that may not have been covered in this form.
19. SUPERVISOR TO COMPLETE CHECK OUT FORM:  Keep the completed and signed form in your files for two years. 
20. UPDATE BUILDING ACCESS AND EMERGENCY EVACUATION LISTS: Send an email to Roger Gagnon Roger.L.Gagnon@maine.gov to update evacuation list.  
OIT Intranet home page – http://inet.state.me.us/oit/index.html OIT Internet home page - http://www.maine.gov/oit/
Revised April 22, 2014

