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[bookmark: _Hlk198903939]Offboarding Checklist for Success 
Best of luck on your next venture! Please review this checklist with items that should be completed before you transfer to a new department or before your final day at Missouri S&T.
This document is intended for internal employee use only and does not need to be submitted. Please note that certain checklist items may not be applicable in all situations.
Actions to Complete Before You Separate or Transfer
☐   Prepare documentation
Communicate to your manager that you are resigning and submit a written resignation letter/email with at least two weeks’ notice. Please note whether you are transferring to another department or separating from the University, include your last working day, and state the general reason for leaving. 
☐   Reach out to your Human Resources Strategic Partner with any questions regarding PTO, benefits, or other general inquires
☐   Create a transition plan with your manager 
☐   Set up automatic forwarding or an automatic reply for your email account
Include your last working day and who to contact in your absence (name, role, email, phone number).
☐   Reconcile any One Card transactions or reimbursements
☐   Pass on important hard-copy materials to your manager 
☐   Review delegate access to your email or calendar
	☐   Remove any unnecessary delegate access
	☐   Asked to be removed from department email or calendar
☐   Return any University property to your department (unless otherwise indicated), including:
☐ S&T Employee ID card (SEPARATIONS)
☐ Laptop/computer
☐ Campus keys (return to S&T Access Control Office)
☐ Departmental keys (filing cabinets, lock boxes, etc.)
☐ One Card
☐ Other department-specific items, i.e., name tag, business cards, shirts, uniforms, etc.
☐   Consider scheduling an Exit Interview with your Human Resources Strategic Partner
☐   Ensure your timesheet is up to date
☐   Update your mailing address and personal email in myHR
	Keeping this information up to date will ensure you receive important future information about benefits, tax information, etc.
☐   Ensure auto-deductions are cancelled
	☐ Parking
☐ Dining
☐   Clean out your workspace and remove personal items
☐   Update your email signature to reflect the details of your new role and department (TRANSFERS)
☐   Complete the UM System Exit Survey (SEPARATIONS)
	All benefit-eligible employees will receive an automated email inviting them to participate in an exit survey. If you were a benefit-eligible employee, look for an email from the Employee Experience Team. The subject of the email will be “Feedback Request: What was it like to work at the university?”
	The email will be sent to your personal email address if there is one on file. Otherwise, the email will go to your work email address. You may receive this email before or after your last day in the role. 
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