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Exit Advice 

Privacy Statement: The information being collected in this form is for the purpose of managing your employment and entitlements. The 
collection of this information is authorised under Chapter 5 and 6 of the Public Service Act 2008. The employing agency may disclose only such 
information to other Queensland Government agencies or contracted service providers as is necessary for the performance of the HR functions 
performed by these bodies. Details of your personal information will be forwarded to the Australian Taxation Offi ce, QSuper, the fi nancial 
institution nominated by you and other Queensland agencies as above. Your personal details will not be disclosed to any other third party without 
your consent, unless required to do so by law.

Upon Separation of employment from the department, the supervisor/manager and the exiting employee should complete this 
form and the supervisor/manager should forward it to the HR contact for the relevant region or business group. 

1. Employee Details

Family name Employee numberGiven name/s 

Classifi cation Position titleLevel Location

Region Business unitBusiness group

Network User IDWork contact number
(      )

Recipient of SARAS             

Yes No

Forwarding Address

Forwarding contact number
(      )

Dissatisfi ed

Leaving area / State

Personal

Further studies

Resignation

Transfer/Promotion to other Govt. Dept

Cessation

Deceased

Exit date from
Department /          /

2. Exit Date and Type

Exit type (tick applicable box)

Dismissal Retirement VR

Other

In the event of the death of an employee, nominate the department offi cer who will act as an intermediary between the de-
ceased’s family/representative, the department and Queensland Shared Services.

Name Contact numberPosition and Location

3. Exit Reason
(tick applicable box)

Contract ceased Casual / wages to salary

Other

Funding ceased Retirement

Other employment Ill health Absent without leave

4. Exit Questionnaire
Exiting employees are strongly encouraged to complete the exit questionnaire form prior to their departure. The information 
can be provided anonymously and will be incorporated in a general six monthly report to the senior management team. The 
form is available from your supervisor. 

Department name 
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Exit Advice Con’t... page 2 of 4

5. Miscellaneous Information
Do you require a Centrelink “Employment Separation Certifi cate”? Yes No
Have you been receiving Higher Duties Allowance for a continuous period of 12 months or more? Yes No

6. Departmental Checklist – Return of Departmental Property 
Please tick ‘Yes” if the item described has been returned. Please tick ‘No” if the item is still to be returned or was not returned, 
in which case the Supervisor/Manager is to provide comment and follow up. Please tick ‘N/A’ if the employee did not have the 
item for return. 

Yes No N/A
Vehicle
Fuel card
Car parking token / cards
Keys (to offi ce or any other keys)
Corporate credit card
Proximity access card

Photo identifi cation cards / name badges
Authorised offi cer ID (issued to offi cers under various legislation)
Taxi cab charge cards / vouchers / eTickets
Telecard / teleconferencing cards
Accountable forms (including receipt books, requisition and purchase order books)

Mobile and satellite telephones and other communication devices
Firearms
Tools and fi eld equipment

Library materials
Computer equipment (eg PC, laptop, personal organiser, remote access cards)
Other Department Property (including assets on loan, portable and attractive items)
• _______________________________________________________
• _______________________________________________________
• _______________________________________________________

Have all objects allocated to the employee listed in the ‘Objects on Loan’ database or in 
accountable registers been returned by the exiting employee? (Items include attractive items assets 
and registered forms and vouchers)
Have all outstanding Corporate Card and / or Cabcard outstanding accounts been reconciled?
Have any cards referred to above been lost and has a ‘Cancelled, Lost or Stolen Notifi cation’ form 
been completed?

Reimbursement / payment of: 

Yes No N/A
Reconciliation of travel advances/expenses
Unpaid Department payroll overpayments
Unpaid accounts receivable debts
SARAS payments / bonding arrangements
Scholarship holder / bonding arrangements
Fines for regulated traffi c offences

Unpaid phone accounts (STD, ISD, Mobile)
Unpaid corporate uniform
Refund of appointment expenses
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Exit Advice Con’t... page 3 of 4

Membership cancelled 

Yes N/A
Library membership:

Airline Club Lounge membership:
Advise cpltravelbooking@ssa.qld.gov.au

Unpaid payroll overpayments
Unpaid accounts receivable debts

Date actioned Supervisor signature
/       /
/       /
/       /
/       /
/       /
/       /

Applications used by Employee for cancellation

Network access

AMIS

ATS

ARMS

SMIS LTL

Others

QVAS LAIS

WERD Chart Builder Financial Reporter

MIS

eLVAS

RMSII

Actions for Supervising Offi cer 

Yes No N/A
Outstanding leave applications
Accrued time and TOIL balances fi nalised
Advise Payroll, QSS of fi nal pay adjustments
Timesheets completed
Leave recorded on MIS Timesheet reconciled with leave record on SAP
Deletion of cheque signatory

Deletion of encashment authority
Advice to Information and Technology Partners (Deletion of access to IT systems)

Reconciliation of imprest, postage, cash, fl oats, petty cash, expenses
Local registers updated

Exit questionnaire (employee advised)

7. Certifi cation by Employee (other than Chief Executives, SES Offi cers and equivalent)

This section should only be completed by those employees other than Chief Executives, SES Offi cers (and equivalent). 
I have given notice that I will be leaving the Department effective from

I acknowledge that any intellectual property developed or used by me whilst with the Department remains with the 
Department on my separation

/       /

I have returned any Department property that was in my position and I acknowledge that I remain liable for all unre-
turned property

Print name Employee’s signature Date
/          /

8. Certifi cation by Chief Executives, SES Offi cers and equivalent 
This section should only be completed by Chief Executives, SES Offi cers (and equivalent). 
I have given notice that I will be leaving the Department effective from

I acknowledge that any intellectual property developed or used by me whilst with Department remains with the 
Department on my separation

/       /

I have returned any Department property that was in my possession and I acknowledge that I remain liable for all 
unreturned Department property

I am aware that public servants appointed to Government Boards as a Government or Departmental representative  
have an ethical obligation to formally resign from such appointments when they cease employment in Government or  
the Department relevant to the board position.
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Advise library of impending exit of employee
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Exit Advice Con’t... page 4 of 4

I understand my obligations under the Criminal Code relating to the unlawful disclosure of information or documents  
obtained by virtue of my public service employment including my obligations after leaving the Queensland Public  
Service; and
I will not disclose to any person or make use of confi dential information obtained by me during the course of my  
employment with the Queensland Public Service; and

Print name Offi cer’s signature Date
/          /

I am aware and understand my obligations under the Queensland Lobbyists Code; and
I have returned all offi cial information (both hard copes and electronic copies, including those on portable storage  
devices) and all government property in my possession as indicated above. 

9. Certifi cation by Supervisor
The exiting employee has been informed of their obligations under the criminal code relating to the unlawful  
disclosure of information or documents obtained by virtue of their public service employment including their 
obligations after leaving public service employment.
I have received all Department property marked as returned in ‘Return of departmental property’ and ‘Objects on 
Loan’ mentioned above

All items shown in ‘Objects on Loan’ allocated to the employee have been returned or will be returned before  
leaving the Department.

Corporate Credit Card and/or Cab Charge Card/Vouchers/e-Tickets allocated to the employee have been returned.

The exiting employee’s PC network account has been deleted by completing and submitting a computer access 
request form
The SAP Systems Access Request form (FDU1212), has been completed (tick ‘delete user’) to revoke computer  
systems access to SAP HR and SAP Finance

At the date this form was signed, all leave forms have been completed and forwarded to Payroll, Queensland Shared 
Services.
All attendance sheets have been reconciled without debit, and employee has been made inactive on MIS.

Instruction to Payroll: Hold fi nal payment for my confi rmation (leave balances may not be suffi cient at date of   
departure)

Print name Offi cer’s signature Date
/          /
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Forward completed form to

 Email: payrolldaff@ssa.qld.gov.au  payrolldews@ssa.qld.gov.au     
 payrolldnprsr@ssa.qld.gov.au      payrolldnrm@ssa.qld.gov.au  
 payrolldtesb@ssa.qld.gov.au  payrollssa@ssa.qld.gov.au
 payrolldehp@ssa.qld.gov.auRTI D
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