When an employee leaves King County
employment.

P-Card Holder Exit Guide

(Avoid P-Card usage two weeks prior to last day.)
Process all transactions.
Follow up on submitted reports that are not in a Paid Status.

Add a delegate to process transactions on your behalf. See
“Delegating Accounts” section of the P-Card Manual. Provide
all back-up documentation for pending transactions.

Audit P-Card records to ensure proper filing procedures are
met. Forward all records to onboarding employee or Account
Coordinator.

Destroy Credit Card on site.

FORMS

REVOKE EBS ACCESS

When an employee leaves King County Employment, Oracle
EBS access must be revoked. Releasing Manager or
Supervisor must complete the Agency Revoke Oracle EBS
Access Request Form.

CHECKLIST FOR: @ ”””””””””””” Updated April 2023

Notify P-Card team and Account Coordinator of your last day.
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mailto:P-CardTeam@kingcounty.gov
https://kingcounty.gov/depts/finance-business-operations/procurement/for-government/pcards/pcard-coordinators.aspx
https://www.kingcounty.gov/~/media/depts/finance/procurement/Documents/PCard/PCard-User-Manual.ashx?la=en
https://kingcounty.gov/depts/finance-business-operations/procurement/for-government/pcards/pcard-coordinators.aspx
https://kc1.sharepoint.com/sites/DES/BRC/MasterLibrarySecurity/Forms/AllItems.aspx?id=%2Fsites%2FDES%2FBRC%2FMasterLibrarySecurity%2FAgency%2DRevoke%2DOracle%2DEBS%2DAccess%2DForm%2Epdf&parent=%2Fsites%2FDES%2FBRC%2FMasterLibrarySecurity
https://kc1.sharepoint.com/sites/DES/BRC/MasterLibrarySecurity/Agency-Revoke-Oracle-EBS-Access-Form.pdf
https://kc1.sharepoint.com/sites/DES/BRC/MasterLibrarySecurity/Forms/AllItems.aspx?id=%2Fsites%2FDES%2FBRC%2FMasterLibrarySecurity%2FAgency%2DRevoke%2DOracle%2DEBS%2DAccess%2DForm%2Epdf&parent=%2Fsites%2FDES%2FBRC%2FMasterLibrarySecurity
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