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Site Departure Advice
	Surname:
	First Name:

	Title: Dr / Mr / Mrs / Ms
	Serial No:
	ID No:

	Forwarding Address:
	Business



	
	Personal



	Contact Phone No:
	(work)
	(home)

	Reason for Departure:
	

	Date of Departure:
	
	Time of Departure:


	Checklist – Supervisor to complete:

	Supervisors name:                                                       ID No:
	Y / N /NA
	Initials

	Keys returned eg building, facilities, vehicle, gate, accommodation
	
	

	Assets returned eg equipment, mobile phone, GPS
	
	

	Specify: ___________________________________________________

	
	

	Assets transferred to – Name:                                     ID No:
	
	

	Protective clothing & equipment
	
	

	Specify: ___________________________________________________

	
	

	Identification card
	
	

	Other – specify:
	
	

	Worksheets, record of attendance & leave applications completed
	
	


	Resources Section to complete:
	ID No
	Date

	Asset Officer
	
	

	Accommodation Officer
	
	

	Transport Officer
	
	

	Registry Clerk
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