
COMPANY PROPERTY CHECKLIST

Exiting employees are required to return all company property before departure.

 Company Books

 Keys

 ID

 Laptop Computer/ Computer Disks

 Cell Phone

 Pager

 Company Credit Cards, Copy Cards, etc.

 Work Products (electronic and paper files)

 All Company Emergency Loans Repaid

 _______________________________

 _______________________________

 _______________________________


