END-OF-YEAR CLEARANCE FORM

ADMINISTRATIVE STAFF

2011-2012
NAME: _____________________________________________________________________________________

ADDRESS:  _________________________________________________________________________________

CITY, STATE, ZIP:  __________________________________________________________________________

PHONE NO: ________________________________________________________________________________

The end of the school year brings many final details, which are seemingly minute, but necessary. You are required to fulfill these final obligations before end of the year paychecks will be disbursed. 
All items must be initialed – checkmarks are NO acceptable.    If an item is marked “Not Applicable” it must also have the initial of the administrator who determined this to be so, NOT the person checking out.  

___
Library equipment, books etc.  (School Librarian’s initials)

_____
Computers, laptops, and printers, etc.  (Technology Coordinator’s initials)

___
Employee separation forms completed for those employees not returning.  (Payroll Specialist’s initials)

___
Insurance change forms completed, if applicable.  (Payroll Specialist’s initials)

___
Accounts Payable clearance: invoices, phone logs, etc. (Bookkeeper’s initials)

___
Building card keys and/or building keys, radios, etc.  turned in. (District Security initials)

__​​​​_
Credit cards, cell phone, etc. turned in.  (Admin Secretary’s initials)

___
School housing cleared, if applicable, for those employees vacating school housing.  This includes: utility changes, housing inspection, deposit refund determination made, voucher for refund signed, house & shed keys turned in.  (Admin Secretary’s initials)
_____________________________________________

_________________

Business Manager’s Signature




Date

_____________________________________________

_________________

Superintendent’s Signature




Date

