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TO: Human Resources Office 

FROM: 

DATE:        

  Faculty Exit Checklist 

Before leaving campus, please take care of the following and secure the signature of the appropriate persons as 

indicated: 

1. Submit the following items to your department chairperson:         

a. Course Outlines/Syllabi     
b. Desk copies of textbooks belonging to the Dept     
c. Advisee folders and records   
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