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Supervisor Checklist for End of Employment (EOE)
To be used with employee resignation, termination, or EOE
Employee Name:      

 Last Day Worked:      
Supervisor Name:      
Supervisor: Give to Administrative staff when complete        Administrative staff: Place in employee file when complete

	Please check off each task as applicable:  
	Date
	Initials
	Notes

	Supervisors:

· Supervisor to send an e-mail to Kathy Watje, Stephanie Bianco-Simeral, Cindy Wolff, and Susan Van Horn  to formalize resignation/ termination/ EOE 

· Supervisor’s email needs to include:
* last day of work

* reason employee is leaving—example: Graduating,  moving from the area, etc.

· *employee was told to complete last timesheet, and federal share tracking forms

· *what to do with last pay check: mail to address or pick up at A.S. Financial Office
· employee was told to submit a reimbursement request, clear advances with purchasing.
· Have employee connect with admin staff to make sure they are aware of departure so they can initiate their admin checklist for EOE 

	
	
	

	· Have employee remove staff folder from shared drive after saving CNAP docs in alternate folder
· Have employee return CNAP flash drives back to supervisor, especially those with CNAP docs

· Have employee return Champions for Change clothing (apron, vest, embroidered shirt) if applicable
	
	
	

	· Have employee remove personal items from workstation 
· Have employee give any pertinent files to direct supervisor

· For FT permanent employee: Get voicemail and computer passwords
	
	
	

	· Have employee check email inbox for any important CNAP emails and remove CNAP signature/ job classification and contact information 

· Have employee use ‘out of office auto reply’ with a statement ‘I am no longer employed at CNAP. Please contact _____(supervisor) at ____(supervisor email) for any assistance.’


	
	
	

	· Supervisor and employee to sign-off on federal share docs and other tracking docs like MAA time tracking 
· Give a copy of this completed checklist to Kathy Watje or Susan Van Horn to ensure completion of all tasks and so that Kathy and Susan may complete their EOE Checklist in a timely manner
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