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Employee Exit or Transfer Checklist

Employee Name:      
                                                        Employee ID #:       

Date:      ​​​​​​​​​​​​​​​​​​​​_____                             Position Title:      
​​​​​​​​​​​​​____________________

Division/Section:                          Supervisor:      
_____________

	Initial and Date
	Exiting Employee
	Internal Transfer
	Supervisor’s Actions to be Taken 3 Days Before Last Day Worked
	Contact for Resources

	
	 FORMCHECKBOX 

	
	Complete and submit final separation Personnel Action after receiving notice from employee or appointing authority.
	EMPLOYEE SERVICES

	
	 FORMCHECKBOX 

	
	Offer and/or conduct an exit interview in person, on-line, or by mail using the DAS Exit Interview Questionnaire or DAS On-Line Exit Questionnaire
	EMPLOYEE SERVICES

	
	 FORMCHECKBOX 

	
	Complete timesheet projected 2-3 days out in order to obtain all info for final check. 
	PAYROLL

	
	 FORMCHECKBOX 

	
	Discuss timeline for final timesheet and final check with payroll personnel.
	PAYROLL

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Notify Financial Services of SFMA and/or Purchase Order System users impending departure or transfer.
	OPERATIONS DIVISION /

BUSINESS SERVICES MGR. 

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Collect SPOTS and Visa Travel cards.  Return SPOTS card to SPOTS Coordinator and Visa card to Business Services requesting that accounts be terminated.
	

	
	 FORMCHECKBOX 

	
	Make sure final travel claim has been submitted.
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Complete and submit TSC User Management form, to Help Desk/System Administrator to notify of employee’s leaving, final day for computer and application access, when to prepare DVD of employee’s mailbox and other user data, and removal from e-mail distribution lists.
	TSC

	
	 FORMCHECKBOX 

	
	Have employee terminate E-mail subscriptions.
	


	Initial and Date
	Exiting Employee
	Internal Transfer
	Supervisor’s Actions to be 

Taken on Final Day 
	Contact for Resources

	
	          FORMCHECKBOX 

	
	Verify that final check has been requested and is ready for employee.
	PAYROLL

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Confirm keys have been turned in for any file cabinets or storage rooms that contain financial or confidential documents.
	

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Change any combinations on safes, locking file cabinets, or alarm systems to which the departing had access.
	

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Disable employee’s security ID; retrieve any keys issued to employee. 
	KEY CARD COORDINATOR

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Coordinate with DPC to ensure removal of employee’s authorization for access to enterprise, business unit, or divisional applications used to complete their job duties. 
	TSC

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Confirm that system access has been terminated.
	

	
	         FORMCHECKBOX 

	          FORMCHECKBOX 

	Collect IT equipment and accessories from the employee (i.e. laptop, wireless card, Blackberry, PDA).
	

	
	          FORMCHECKBOX 

	       
	Obtain forwarding address for mail.
	EMPLOYEE SERVICES

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Disable access to ORPIN (state purchasing system), if required.
	CONTRACT SERVICES

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Update voice-mail message and password on phone, and phone lists. 
	DPC

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Remove any delegations of authority in effect.
	

	
	          FORMCHECKBOX 

	          FORMCHECKBOX 

	Collect employee’s DAS business cards and notify partner agencies, vendors, or others for which the departing had business needs.
	

	
	          FORMCHECKBOX 

	
	Collect books purchased by the agency for workshops, classes, etc.
	


Not all of the above items must be completed on the last day of employment. This document should be completed and submitted to DAS Employee Services for the employee’s permanent personnel file no later than one week after the employee’s last day of employment. 
Sign below when completed.

	
	       
	
	
	
	
	

	Supervisor
	
	Date
	
	Employee
	
	Date
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