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	Facilities Operations and Development

Utility Outages
Procedures



	Employee Information

	Position
     
	 FORMCHECKBOX 
 Retirement

 FORMCHECKBOX 
 Accepted other work off campus

 FORMCHECKBOX 
 OSU transfer to      
 FORMCHECKBOX 
 Health or injury
 FORMCHECKBOX 
 Termination
 FORMCHECKBOX 
 Other:      

	Department and Shop/Unit

     
	

	Last Date of Work

     
	

	I have updated my personal contact information on eprofile.osu.edu (required for W-2 forms, etc.)
	 FORMCHECKBOX 
 yes      FORMCHECKBOX 
no

	Forwarding

	Street
     
	Personal Phone
     

	City
     
	State

     
	Zip

     
	Personal Email

     

	Retirees only – On my.osu.edu, I have requested my university email be forwarded to a personal email.
	 FORMCHECKBOX 
 yes      FORMCHECKBOX 
no

	Signature

	Your Name Printed
     
	Your Signature

	
	Today’s Date

     


	Property Returned

	Parking Pass
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	CampusParc

	Keys
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	Lock & Key Services

	Uniforms
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	Employee’s Shop, Unit

	ID Badge
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	A&P HR Service Center

	BuckID
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	A&P HR Service Center

	Cell Phone
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	Employee’s Shop, Unit

	Other Devices
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	Employee’s Shop, Unit

	Other:

     
	 FORMCHECKBOX 
 yes       FORMCHECKBOX 
 no       FORMCHECKBOX 
 n/a
	


	Additional Notes (optional)

	     


	Acknowledgment

	Date

     
	Supervisor’s Signature
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