
CREATE Researcher/Staff Exit Work Flow

 

 

   

Journey 

Submit resignation letter ( one month advance ). 
Email to : Mabing@ntu.edu.sg, Cheekuang@ntu.edu.sg, 
Jinhf@ntu.edu.sg>fang 

Schedule with Safety officer on 
Chemical inventory check and 
ownership transfer ( one month in 
advance if have >30 chemicals )

Get Closing form from Admin ( Jin Hong 
Fang )

1. Clear all Evaluation sample and test tube,  follow SDS waste disposal. 
2. Pack alll sample into boxes and labelled owner name if still need to keep 
for next phase project. 
3. Your sample will be cleared if no labels who is the owner during house 
keeping (  22 Jun)
4. pass down Outstanding PR/PO or parts delivery  to Admin / next owner 

Return closing form , cabinet keys,  Dr Ma 
Bing review form  and return deposit or 
inform HR any missing information or item 
to be charged
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Wish you all the best in your next Career  


