Klamath County Human Resources

PROPERTY CONTROL & IN/OUT PROCESSING CHECKLIST

Full Name











Job Title



  Department 






Property Control – Please detail all County property issued to the above employee










         Property



Date Issued      Date Returned
 N/A

All Keys or Keycards


Parking Space Assigned: # _________


Snow (Shoe) Chains   Size__________
County Identification Card


Cell Phone/Pager


Laptop Computer or other home equipment


Klamath County Credit Cards 


Uniform or Clothing


Other property – Specify _________________


By signing below I acknowledge receipt of the above detailed Klamath County property and agree to return all such property in satisfactory condition upon termination of employment, or alternately pay for any replacement costs from my final paycheck.

Employee’s Signature _________________________________
Date ___________________

Out Processing - to be completed by a Human Resources Representative
(Confirm with the Supervisor that the employee is cleared for out-processing)

               Checklist (initial where applicable)

  New Hire        N/A          Termination            N/A

Address change processed


Relocation allowance paid


I-9 form 


COBRA information processed


Final paycheck received


Pension termination information received


Property control updated (see above) 


DHS Criminal History check completed


DMV check completed


Random Drug Screen

Standard Life Insurance Paperwork

Employee Signature: _________________________________ Printed Name: ____________________

HR Representative: ___________________________________
Date: ____________________
KCHR#7 (03/11)


