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1. Employee Responsibilities:
Prior to or on the last day of employment, employees must:
a. Return to the People Office all UTA-supplied radios, MiFi, and mobile phones with 

application store log-in credentials prior to or on the last day of employment.

b. Return UTA-supplied laptops and tablets to direct supervisor.

c. Leave desk phones and desktop computers in their current location.

d. Reimburse UTA for any unreturned Technology Resources.

2. Cost Center Manager Responsibilities:
a. Instruct employees who are voluntarily terminating their employment to arrange for exit 

processing with the People Office to return radios, MiFi, and mobile phones with 
application store log-in credentials, if applicable.

b. Gather all other UTA-issued Technology Resources from employees who are 
involuntarily terminating and request services to be turned off.

c. Return all MiFi and mobile phones, to include application store log-in credentials, from 



involuntarily terminating employees to the People Office.

d. Notify the Help Desk and People Office of any Technology Resources the employee 
failed to return.

e. Notify the Help Desk and People Office of any Technology Resources the employee 
failed to return.

3. Human Resources Responsibilities:
a. Conduct exit processing by recovering MiFi and mobile phones with passcodes and 

application store log in credentials if applicable.

b. Return Information Technology equipment passcode and application store log-in 
credentials to the Help Desk for reassignment.

c. Notify the Help Desk, system support administrators, and network support 
administrators.

d. Process final payroll deductions if employee fails to return Information Technology 
Resources.

e. Arrange for deductions paycheck for any equipment not 
returned.

4. Information Technology Responsibilities
a. Upon termination, provide the manager and Human Resources with a list of applicable 

Technology Resources issued to employees and the value of any unreturned Technology 
Resources.

b. Arrange for the voice mail on desk phones to be locked for terminating employees and 
coordinate with the manager if voice mails are to be saved for future use.

c. Process mobile phones and MiFi received from Human Resources for use within UTA 
and reassignment as needed.

d. Notify Human Resources of any mobile Technology Resources issued and, if not 
returned, the value to be deducted from the employ s final paycheck.

e. Shut off service and confirm UTA is no longer being billed for returned Technology 
Resources.

f. Arrange for desktops, laptops, and tablets to be prepared for continued use, with the 
review of the Records Management department and in conformance with UTA Policy 
on Information Security.

4) Review
This policy must be reviewed annually as required by Utah Code.

5) Cross-References
1.2.24 Acceptable Use of Technology Resources
UTA.05.01 Use of Electronic Devices While Driving 
UTA.01.20 Information Security
Utah Code § 17B-0-802 Review of Personnel Policies
UTA Employee Handbook
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