MANAGER OFFBOARDING COLLECTION

CHECKLIST TEMPLATE

Always consult your legal counsel and management before implementing any new policies

Submit to human resources within 2 business days of receiving a resignation letter or when an employee is
ferminated.

DEPARTING EMPLOYEE NAME EMPLOYEE ID
DEPARTMENT LAST DAY OF EMPLOYMENT
TITLE

X  TASKS

Collect resignation lefter from employee

Send original resignation lefter fo HR

Request HR or Benefits to send benefit information to employee

Nofify Information Technology Services and collect appropriate items:
* Keys / Swipe card / Security card

* ID Card

* Uniform

e« Communication Equipment

e Computer Equipment

* Travel & Entertainment Card and P-Card (from Employee)

MANAGER / SUPERVISOR SIGNATURE DATE


http://bit.ly/32jq0eY

DISCLAIMER

Any articles, femplates, or information provided by Smartsheet on the website are for
reference only. While we sirive to keep the information up fo date and correct, we make
no representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability, or availability with respect to the welbsite or the
information, articles, templates, or related graphics contained on the website. Any
reliance you place on such information is therefore strictly at your own risk.
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