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Employment Separation Checklist for the Supervisor  

Employee/Position Information 

Department: _____________________________________          Position: ________________________________________ 

Employee Name: _________________________________          ___________________________    Last Day Worked 
       Last                   First            Day   Month      Year  

Supervisor Name: ________________________________           ___________________________ 
       Last    First 

When an employee is leaving the University, the supervisor of the departing employee, or her/his 
designate, is required to complete and return this checklist to Human Resources by no later than the 

last day of work. 
Please identify all completed items with a checkmark in the appropriate box. 

 All University keys and access cards must be returned to the University.  Filing cabinet, desk and other 
equipment keys must be returned to the supervisor or her/his designate.  Door Keys and/or access cards must b
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