State of California

California Environmental Protection Agency

Air Resources Board

ASD/HRB 15 (Rev 03/12)


STUDENT/CONTRACTOR CHECK OUT/TRANSFER FORM
INSTRUCTIONS

	Supervisor:
	Initiate form and instructions to complete the check-out procedure to student/contractor transferring from the Air Resources Board (ARB) to another State department/agency or separating.  Ensure all items assigned to the transferring/departing student/contractor are returned/accounted for prior to signing off as the Supervisor (Number 4).

The Supervisor is responsible for ensuring that the student/contractor business files are transferred from his/her accounts, computer, and H drive onto the Local Area Network before this form is submitted to the Office of Information Services (OIS) for sign off (Number 3).


	Student/Contractor:
	Return all equipment, keys, and other items that were assigned, complete required forms/documents (i.e., Conflict of Interest), and obtain signatures as designated below.  

El Monte only – The Administrative Services Division (ASD) staff will sign all of Number 1 and 2.



	Name:
	     
	Card Key #:
	     
	Work #:
	     

	Division:
	     
	Branch:
	     
	Section:
	     

	Transfer:    FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	Transfer to:
	
	Last Day of Work:
	     


1. ALL ADMINISTRATIVE SERVICES DIVISION SECTIONS MUST BE SIGNED OFF.

Administrative Services Division

El Monte – Annex 1, Suite 4

Sacramento – 20th Floor


Division Liaison – (626) 350-6428

Division Liaison – (916) 322-1771
	Business Management Branch 

	Associate Governmental Program Analyst – (916) 327-0005
	Date
	
	Signature

	· Returned:
	 FORMCHECKBOX 
 Air Card
	 FORMCHECKBOX 
 Bike Locker Key
	 FORMCHECKBOX 
 Blue DGS Card
	 FORMCHECKBOX 
 Bldg. ID Card
	
	
	

	
	 FORMCHECKBOX 
 Cal Card
	 FORMCHECKBOX 
 Cell Phone
	 FORMCHECKBOX 
 Office Key
	 FORMCHECKBOX 
 Voyager Card
	
	
	

	Health & Safety Unit 

	Health & Safety Officer – (916) 323-1158
	Date
	
	Signature

	· Enrolled in DMV Pull Notice Program          FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	
	
	

	Conflict of Interest 

	Conflict of Interest Filing Officer – (916) 324-5289
	Date
	
	Signature

	 FORMCHECKBOX 
  Completed Conflict of Interest Form 700
	
	
	

	Training 

	Training Officer – (916) 327-2565
	Date
	
	Signature

	 FORMCHECKBOX 
  Cancelled Scheduled Training
	
	
	

	Accounting Section 

	Manager – (916) 322-8211
	Date
	
	Signature

	· Cleared:
	 FORMCHECKBOX 
 Salary
	 FORMCHECKBOX 
 Travel Advances
	 FORMCHECKBOX 
 Jury duty
	
	
	

	
	 FORMCHECKBOX 
 SWABIZ
	 FORMCHECKBOX 
 CalATERS
	 FORMCHECKBOX 
 Released Paycheck
	
	
	


	Classification & Transactions Section 

	Branch Support  (Will transfer caller to appropriate Personnel Specialist) – (916) 324-8641
	Date
	
	Signature

	Final pay issue date:
	
	
	
	
	

	

	2. EQUAL EMPLOYMENT OPPORTUNITY OFFICE

EEO Officer – 1st Floor – (916) 323-7053
	Date
	
	Signature

	· Exit Form  ASD-75 (optional)
	
	
	

	

	3. OFFICE OF INFORMATION SERVICES 

	Sacramento – Helpdesk on 8th Floor near Room 813

Phone Number: (916) 445-8812

El Monte – OIS Staff in Annex 1, Suite 4
Division Liaison – (626) 350-6428

	COMPUTER FILES (THAT ARE TO BE RETAINED) MUST BE TRANSFERRED TO A NEW 
CUSTODIAN PRIOR TO OIS SIGNING OFF BELOW.
	
	
	

	· Cancel at OTech:
	 FORMCHECKBOX 
 User ID
	 FORMCHECKBOX 
 Token
	 FORMCHECKBOX 
 Remedy
	
	Date
	
	Signature

	
	 FORMCHECKBOX 
 Service Desk
	 FORMCHECKBOX 
 CSSWeb
	 FORMCHECKBOX 
 Other
	
	
	
	
	

	· Cancel in-house:
	 FORMCHECKBOX 
 Active Directory
	 FORMCHECKBOX 
 Email
	 FORMCHECKBOX 
 Remote Access
	
	
	

	· Cancel in-house:
	 FORMCHECKBOX 
 Web/Listserv
	 FORMCHECKBOX 
 Phone
	 FORMCHECKBOX 
 Directories
	 FORMCHECKBOX 
 Other
	
	
	
	
	

	· Returned:
	 FORMCHECKBOX 
 Portable IT Equipment
	 FORMCHECKBOX 
 IT Training Material
	 FORMCHECKBOX 
 Other
	
	
	
	
	

	

	4. SUPERVISOR
	Date
	
	Signature

	· Request for Personnel Action (RPA)
	
	
	

	· Final Time Report
	
	
	

	· Equipment, keys and other assigned items (Cell Phone, laptop, keys, etc.)
	
	
	

	· Computer files transferred
	
	
	


5. STUDENT/CONTRACTOR CERTIFICATION

I certify that I do not have ARB materials on any non-State equipment including, but not limited to my personal computer and mobile device(s) (e.g., cell phone, tablet, PDA or smart phone).  If I find any materials on these devices, I will promptly return them to ARB.

	
	
	

	Student/Contractor Signature
	
	Date
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