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Exit Interview Checklist

Name: __________________________________________________
Shop: ___________________________________________________
Date: ___________________________________________________
· Identification Badge
· Keys (update Key Management tool accordingly)
· Pager 	
· Radio	
· Cellphone: 
· Phone Number: ______________________________
· Device Type: ________________________________
· Accessories (cord/charger/case)
· Tools assigned to staff member
· Locker
· IPAD Mini* (Asset Number): ________________________________________________
· Accessories (cord/charger/case)
· Assigned Staff member MUST personally return device to any Facilities Management Asst. Director/Director.
· Accessories (cord/charger)
*NOTE: It is not acceptable to have the shop manager turn in the IPAD mini after the staff member departs.

_____________________________________			______________________________________
Employee Name						Employee Signature

______________________________________
Date


______________________________________			______________________________________
Supervisor Name						Supervisor Signature

______________________________________
Date	
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