
Masonic Cancer Center Offboarding Checklist 
 
 
Resignation 
 

Task Notes Responsible Status 
Send resignation letter to Supervisor 
and HR 

Notify HR if transferring to a 
different University department 

Employee ☐ 

Notify stakeholders of employee exit Grants Mgmt, SPA, finance HR ☐ 
 

Last Day Preparation 
 

Task Notes Responsible Status 
Send OACA exit survey  HR ☐ 
Schedule departmental exit interview   HR ☐ 
Upload projects/databases to shared 
space 

 Employee ☐ 

Meet with employee to discuss 
progress of current work projects  

Create a plan for coverage and 
transfer of job duties 

Supervisor ☐ 

Submit all outstanding timesheets and 
absence records via MyU—My Time 

 Employee ☐ 

Review and approve all outstanding 
timesheets and absence records 

 Supervisor ☐ 

Contact OHR Employee Benefits or 
appropriate HR contact to discuss 
benefits upon termination/transfer 

Medical, dental, sick, vacation, 
retirement, COBRA, etc. 

Employee ☐ 

Visa Information—Contact ISSS If applicable Employee ☐ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Masonic Cancer Center Offboarding Checklist 
 
 
 
 
Last Day 
 

Task Notes Responsible Status 
Return University owned 
equipment/supplies and ID badge (if 
applicable) to the appropriate party 

Door/locker keys, pagers, laptops, 
etc. 

Employee ☐ 

Return Purchasing Card To appropriate department Employee ☐ 
Cancel parking card/Metropass 
contracts 

 Employee ☐ 

Update voicemail password on work 
phone to last 5 digits of phone number 

 Employee ☐ 

Update voicemail/email with a 
message that indicates you are no 
longer available 

 Employee ☐ 

Forward email account Account access ends after 3 weeks 
unless alumni or retiree 

Employee ☐ 

Update personal information on the 
MyU Portal—My Info Tab 

W-2, COBRA, etc. Employee ☐ 

 
 
After Termination/Transfer 
 

Task Notes Responsible Status 
Shut off shared drive computer access 
and building access assigned to 
Employee’s UCard 

Contact IT/Facilities Representative Supervisor ☐ 

Confirm last day worked with HR If different than original end date Supervisor ☐ 
Create end of appointment worksheet 
in HRTS4 for employee record 

 HR ☐ 

Key end of appointment in people soft  N/A if employee is transferring HR ☐ 
If transferring, confirm transfer of 
appointment with employee’s receiving 
HR department 

 HR ☐ 

Pay out comp time  HR ☐ 
Turn off additional pay  HR ☐ 
Update employee file  HR ☐ 

 


