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Offboarding Checklist for Supervisors

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 employee 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) 

	☐	Collect the following items from the employee or remind employee to return to the applicable department(s) on campus, as noted below:

· Building/Office Keys/Key Fobs (Public Safety)
· Electronic Devices (Information Technology will arrange pickup)
· The employee has been provided with instructions on how to view the equipment assigned to them.
· Purchasing Card/Cell Phone (Business Services)
· If the employee was issued a University-owned cell phone, please ask them to factory reset the phone prior to their last day of work. Be sure to ask them for 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


	☐	Ensure employee enters final leave requests & submits final timesheet in time & leave reporting before final date of employment (if applicable)
· The employee will not have access to make leave request changes or timesheet updates after they separate employment.

	☐	End the ISRS security access for this employee. 
· If you are not the designed person to complete this task, please forward this request to the appropriate person in your department.  If you do not specifically request to end this access, the separating employee will continue to have access to student and/or employee data.
· Instructions for ending ISRS security can be found in the Supervisor Security Admin Quick Reference Guide.

	☐	Confirm employee redirects any personal mail, email, or subscriptions to another address. 
· We strongly recommend the employee add an automatic reply to their MSUM email address for an alternative contact person/department.
· Please Note: MSUM email access ends on the last day of employment. 


	☐	Emeritus/Emerita Status (employees who retire)
· If you wish to nominate your employee for emeritus status, complete an Emeritus & Emerita Status Recommendation form. 
· Employees who are granted Emeritus/Emerita Status receive MSUM email access indefinitely. Information on additional benefits of receiving Emeritus/Emerita Status can be found on the MSUM Separation Procedures webpage. 

	☐	Remind employee to: 

· SAVE the Employee Self-Service website link: https://mn.gov/selfservice AND employee ID number to access paystubs, W-2, etc. 
· Complete the Offboarding Survey (note: supervisors do not have access to completed surveys) 
· Complete any remaining expense reports and/or final reconciliation of purchasing card
· Pay any outstanding parking fees
· Return library materials to Livingston Lord Library 


	☐	Other departmental items: 
· 
· 
· 
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