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	Employee Name: 
	UO ID Number: 

	Title:
	Classification: 

	Supervisor: 
	Last Day of Work: 


University of Oregon VPFA Units
Employee Exit Checklist for Department Use
Note: It is the responsibility of the supervisor and/or HR to ensure that the separation steps outlined below are reviewed and taken when an
employee is leaving the university or transferring to another UO position.  Sign and date the form to confirm your review of the checklist with the employee. Store in the employee’s personnel file.
  Voluntary Separation    

   FORMCHECKBOX 
 Ask the employee for a letter of resignation

   FORMCHECKBOX 
 Ask the employee to complete an exit interview 

 Involuntary Separation 
   FORMCHECKBOX 
 Confirm last day of employment _____________________
   FORMCHECKBOX 
 Determine the appropriate process for removal of the employee’s contents from office or workspace and 

       secure computer networks and files.  Contact UOPD in advance if required.
Transitional Tasks-- Employee’s Supervisor of Record or Departmental HR contact to coordinate these activities. 

   FORMCHECKBOX 
 Request a letter of resignation or obtain a signed termination contract/agreement.  
   FORMCHECKBOX 
 Inform Human Resources as soon as possible to discuss the separation and succession/replacement hire options.
   FORMCHECKBOX 
 Counsel employee to contact HR benefits team to determine eligibility for COBRA, and get counseled about other 

benefits (retirement, insurance).
   FORMCHECKBOX 
 Send employee link to exit interview (use non-UO email address as appropriate)
   FORMCHECKBOX 
 Parking permit and UO ID card – counsel employee to return these to Parking for a possible parking refund.                                                                                                                                      

   FORMCHECKBOX 
 Contact Information Services to ensure that the employee is removed from listservs and determine if employee 

       is allowed to retain UO network/e-mail account (i.e., is the person a student or retiree?)    
   FORMCHECKBOX 
 Farewell gathering/social            FORMCHECKBOX 
 Announcement

   FORMCHECKBOX 
 Cancel any future obligations (trainings or travel) associated with the position. Consult with travel coordinator as     

        necessary. 
   FORMCHECKBOX 
 Confirm status of projects and assignments. Work to arrange transition of projects.
   FORMCHECKBOX 
 If UO ID card is used for building access, notify the building manager of the final date for building access.)
   FORMCHECKBOX 
 Confirm that office keys and UO ID card have been returned to the UO ID Card Office in the EMU.    
   FORMCHECKBOX 
 Collect file cabinet/other keys. 

   FORMCHECKBOX 
 Collect laptop, tablet, cell phone, etc. Cancel mobile device stipend if applicable. Notes: ______________________                                                                                                                                          
   FORMCHECKBOX 
 Collect other university property. Notes: ____________________________________________________________

   FORMCHECKBOX 
 Purchasing (credit) card usage. Notes:_____________________________________________________________

   FORMCHECKBOX 
 Voicemail password:  _________________________       FORMCHECKBOX 
 Email password: ______________________________
   FORMCHECKBOX 
 Other passwords:  __________________________      FORMCHECKBOX 
 Non-UO email address: __________________________
   FORMCHECKBOX 
 Be sure that outgoing voicemail message on employee’s extension and “auto-reply” email message are updated.
Payroll/Accounting Tasks– Complete these forms or initiate these processes.
   FORMCHECKBOX 
 Complete PRF
   FORMCHECKBOX 
 Vacation Leave Balance Hours:  _______    (Lump sum vacation hours paid on final check for regular employees  

       who have satisfactorily completed their probationary period.) 
   FORMCHECKBOX 
 Final Time Sheet or Leave Report
   FORMCHECKBOX 
 Update current address for forwarding mail, etc.
   FORMCHECKBOX 
 Retirement/health/life benefits:  Remind employee to call HR. 
   FORMCHECKBOX 
 Last pay date: ____________________

   FORMCHECKBOX 
 Direct Deposit (check one):   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No                   FORMCHECKBOX 
 Pickup paycheck/stub or mail to home (circle one)
      FORMCHECKBOX 
 Other____________________________
____________________________________________________



Supervisor signature/date







University of Oregon VPFA Units
Exit Checklist for Employee’s Use
This checklist is intended to help you complete the exit process.  Check off each area as applicable and return to your supervisor prior to your departure.  
	TASK
	DATE COMPLETE

	Submit a letter of resignation or sign the termination contract/form. 


	

	Meet with your supervisor to discuss the status of projects and assignments, and provide information for document and contact list retrieval.  Include procedure manuals.  


	

	Cancel any future obligations (trainings or travel) associated with the position. Consult with travel coordinator as necessary. 


	

	Communicate with payroll/accounting staff in your department to determine vacation/sick/personal/furlough balance and date of last check.


	

	Update your address and change check delivery if needed in DUCKWEB.


	

	Contact Parking and Transportation (541-346-5444; parking.uoregon.edu) to turn in your parking permit and determine if there is any refund.


	

	Return your UO ID card to the ID card office (EMU, lower level).


	

	Turn in building keys, office keys, and miscellaneous keys (e.g., file cabinet keys) to your office’s key coordinator or your supervisor.


	

	Turn in state-owned equipment (laptop, cell phone, pager, etc.) to your supervisor.


	

	Check in with UO HR Benefits Office (541.346.3159;   hrinfo@uoregon.edu) regarding health care/COBRA, retirement accounts, continuation of life insurance, etc.


	

	Provide passcodes for voicemail, email and computer document access, and non-UO email address.


	

	On the final day of work, update “auto-reply” email message.


	

	Sign final timesheet and submit to your supervisor.  


	

	Optional: Email vpfa@uoregon.edu or call 541-346-3003 to schedule an exit interview.


	

	Other: 


	


Printed Name: ________________________________

Signature: ___________________________________  
Date: _______________________________________
