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Employee Checklist: Separating Employment from ATC 

When separating employment with Athens Technical College,  
this checklist must be completed as part of the process. 

ADVANCE NOTICE 

 Employees are expected to give at least a two week advance notice when leaving ATC. This must 
be submitted to Human Resources. 

KEYS AND EQUIPMENT 

    Turn in all building/department keys (e.g. building, office, file cabinets, storage, etc.) 

 Turn in laptops, projectors, PDAs, and any other ATC equipment 
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