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 Checklist for Departing Employees
This checklist is designed to assist with your departure process. There may be additional items specific to your department that are not addressed below. Prior to separation from the University, please ensure the following items are completed / returned:

· Inform Human Resources if you require an accessible version of a document/publication.
· Notify humanresources@trentu.ca, payroll@trentu.ca, and cbrook@trentu.ca of departure. (Inform of last working day)
· Notify keys@trentu.ca the date building access is to be cancelled
· Update voicemail and email reply and/or change passwords to generic

· Manager should notify IT to cancel login accounts and remove access to shared drives: http://www.trentu.ca/it/ 

· Submit all University equipment/property (i.e. cell phone, furniture, laptop, pager, business cards, etc.) – Must be returned to the department on your last day.
· Return all keys to your Departmental designated key authority
· Return departmental credit cards (VISA, AMEX)
· Return uniforms according to Department Policy

· Notify Purchasing Office to cancel credit card / remove signing authority

· Notify Manager to update department website / phone lists / distribution lists

· Return parking pass to the Parking & Access Control Office 

· Employee is responsible for updating Payroll of new address (for tax purposes) 

· Would you like to have an Exit Interview with HR? Please send an email to humanresources@trentu.ca to have this scheduled.
· Other: ________________________________________________________________
