Transfer/Separation/End of Year Checklist
	Date of Completion
	Item
	Responsible Area/Person
	Signature

	
	Classroom materials per room contract
	BRT
	

	
	DRA 2 kit
	BRT
	

	
	Everyday Math  kit
	BRT
	

	
	Handwriting manuals
	BRT
	

	
	
	
	

	
	Lunch account paid in full
	Kitchen Mgr
	

	
	
	
	

	
	AV Materials
	Librarian
	

	
	Student / Professional library books
	Librarian
	

	
	
	
	

	
	Gradebook & supporting student documentation
	Principal/AP
	

	
	
	
	

	
	Progress report data in Infinite Campus
	Registrar
	

	
	
	
	

	
	Card key
	Secretary
	

	
	Magnetic name tag / Photo ID
	Secretary
	

	
	Metal door keys
	Secretary
	

	
	Palm Pilot
	Secretary
	

	
	Phonic Ear transmitter/receiver
	Secretary
	

	
	Purchasing card
	Secretary
	

	
	Blackberry or Cell phone
	Secretary
	Send back to ITS

	
	
	
	

	
	Laptop computer, power cord & case
	Tech Teacher/CRT/ITS
	

	
	Related Computer Equipment (document camera, digital camera, projectors, etc.)
	Tech Teacher/CRT/ITS
	Administrative (non-school) Computers send back to ITS

	
	Software
	Tech Teacher/CRT/ITS
	

	
	Fuel Cards
	Area Manager
	

	
	Tools and Equipment
	Area Manager
	


Employee Name ____________________________________

Employee ID #   _____________________

