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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Final Paycheck Procedures
General 
Final paychecks for terminating employees will be processed timely upon submission of required forms and validation that all obligations are settled.
Documentation Submitted and Checks Written
When an employee terminates, written notice is given to Human Resources.  Employees will submit documentation (i.e. an exit interview, clearance sheet, etc.) to secure clearance from individual departments and units so that final paychecks can be released.  All keys and other property must be returned to the department at the time of separation including their employee ID card and purchasing card.  Assuming there is enough notice given; the employee will receive a check or notice for their regular wages on the next pay cycle.  A separate check is then generated the following pay cycle for any outstanding annual leave payout.  An updated W-2 will be completed as needed.

In the event of involuntary separation, employee participation may be limited.  Human Resources may be required to facilitate with the departments so that all associated accounts are timely terminated and financial liability is minimized.   
