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Offboarding Checklist for Employees

Employee Name: Click or tap here to enter text.
Final Date of Employment: Click or tap here to enter text.
Employee ID Number: Click or tap here to enter text.

	☐	Meet with your supervisor to discuss: 
· Transition planning (i.e. status of projects and assignments, upcoming deadlines, document retrieval, procedural documents, passcodes, etc.) 
· Date to vacate office (if different than final date of employment) 
· Date: Click or tap to enter a date.
· Planned vacation usage prior to separation (refer to established guidelines)

	☐	Return the following items to your office location or the applicable department(s) on campus, as noted below:
· Building/Office Keys/Key Fobs (Public Safety)
· Electronic Devices (Information Technology will arrange pickup)
Please review the equipment assigned to you that will need to be returned. You can see that list by visiting the https://support.mnstate.edu support portal, sign-in in the upper right corner of the screen. Once you’re signed-in, you can click on your name and choose My Profile. At the bottom of the next page will be a listing of the IT equipment assigned to you. IT will reach out to you to make arrangements on how to get that equipment returned. 
· Purchasing Card/Cell Phone (Business Services)
If you have a University-owned cell phone, please factory reset the phone prior to your last day of work. Be sure to provide your supervisor with the Apple ID/Samsung or Google account information associated with the phone as well in case any additional data retrieval is needed. Please contact IT if you need assistance with this process.
· Any other state-owned property

	☐	Redirect any personal mail, email, or subscriptions to another address. We strongly encourage adding an automatic reply to MSUM email address for an alternative contact person/department.

	☐	Enter any final leave requests & submit final timesheet in time & leave reporting before final date of employment (if applicable)

	☐	Contact the Alumni Foundation at alumni@mnstate.edu to end any contributions you may have previously set up to be deducted from your paycheck (if applicable). Otherwise, if you are ever re-hired in the State of MN, these deductions would continue automatically. 

	☐	Complete remaining employee expense reports (if applicable)

	☐	Pay any outstanding parking fees (if applicable)

	☐	Return library materials (if applicable)

	☐	Complete Offboarding Survey

	☐	SAVE the following:
· Employee Self-Service website: https://mn.gov/selfservice
· Employee ID number
This information is needed to access paystubs, W-2 (if you consented to receive your W-2 electronically), update your address or direct deposit information.

	☐	Other departmental items: 
· 
· 
· 
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