
Central Ohio Technical College 
Employee Sign-Out Form 

Instructions to Employee: 
This form must be completed before your final day of employment with Central Ohio Technical College. Prior to 
receiving your final paycheck, you are required to obtain the signatures listed below and return all College property (e.g., 
keys, laptops or other IT-related devices, books) and pay any outstanding fines or obligations. Official signatures from the 
Finance Office and Human Resources should be collected last. The complete form must be submitted to the Human 
Resources Office on your final day of employment. Please note that laptops or other IT-related devices should be returned 
to OTDI at the time their signature is obtained. 
 
EMPLOYEE NAME:  _________________________________________________    
  
LAST DATE OF EMPLOYMENT: ______________________   
 
DEPARTMENT    SIGNATURES ONLY   DATE 
 
SUPERVISOR     ___________________________ ____________ 
 
SERVICES CENTER     ___________________________ ____________ 
(FT staff) 
      
ITS DEPARTMENT    ___________________________ ____________ 
(Ed Blouch or FT Staff) 
 
LIBRARY     ___________________________ ____________ 
(Dai Newman, Tauni Graham, FT Staff) 
 
PURCHASING (Kimberley Searfos)  ___________________________ ____________ 
  
 
SECURITY/Keys, parking 
 pass, uniforms, equipment   ___________________________ ____________ 
(Adam Featherling, FT Staff) 
  
FINANCE DEPARTMENT 
COTC ONLY (Amy White, John Roberts)  ___________________________ ____________ 
   
 
HUMAN RESOURCES    ___________________________ ____________ 
(Full-Time Staff) 
 
Employee’s Forwarding Address:    ___________________________________ 
 
                     ___________________________________ 
 
       ___________________________________ 
 
 
  Employee’s Signature  __________________________________________________ 
 
cc: Personnel File  
   
  
  
          Rev. 11/14/25  


	EMPLOYEE NAME:  _________________________________________________

