
        Form No.: F_231/22 

 

IUS Employee Clearance Form 

Employee MUST be present on the last day of work and is responsible to obtain all signatures by each 
Department noted below. Return this form to the Human Resources Office on the last day of work. 

IUS EMPLOYEE INFORMATION 

Employee name: Employee surname: 

Job title: Department: 

Office number:  Last day of work at IUS:  

ITEMS TO BE RETURNED 

A Department representative for each area listed below MUST 
sign this form to acknowledge that the employee has no 
outstanding items 

Department 
representative 

signature 

Date signed 

LIBRARY: All books and other material that belong to the IUS 
Library are returned. 

  

IT CENTER: All IT equipment that is the property of IUS has been 
returned.  

  

TECHNICAL SERVICE: The office is left undamaged and with all 
belonging items, the office key has been returned.  

  

STUDENT AFFAIRS OFFICE (LECTURERS ONLY): All course 
reports/student grades, relevant to this day, have been 
submitted.  

  

FACULTY SECRETARY (LECTURERS ONLY): All course materials 
and archiving done. 

  

HUMAN RESOURCES OFFICE: Employee ID Card has been 
returned to the HR Office.  

  

 

 

IUS employee signature: __________________________ 

 

Submission date to the HR Office: __________________ 


