
                 


Supervisor checklist for exiting employees
Supervisors are responsible for completing the steps on this form to ensure a smooth and complete exit of the separating employee. Please submit this completed form to asuwrigleyhr@asu.edu.

	

Employee Name:
	Employee’s ID Number (if known):

	

Title:
	Department/Unit:

	

Last Paid Work Day:
	Supervisor:




TYPE OF SEPARATION
 Voluntary Separation Please provide employee’s letter of resignation to ASU Wrigley Institute HR.  Last work day should be clearly stated 

 Involuntary separation – CONTACT ASU WRIGLEY HR IN ADVANCE)

Is the departing employee a current ASU student?   Yes   No
*If the employee is also a student at ASU, some access will continue such as email 

[bookmark: Check1]Is employee leaving ASU employment?		
Yes (Proceed with checklist)		
No (Contact ASU Wrigley HR to process as a Transfer)	
			
Will you be requesting Affiliate Access? Courtesy Affiliates are neither students nor[image: ][image: ] employees but are affiliated with ASU in order to receive one or more services.	
Yes (Contact ASU Wrigley HR)		
No (This separating employee does not require special access to shared folders, email or other services) 

FINAL PAY 
Has final approved time been approved in TAS? (Must include vacation and sick time for salaried employees and hours worked for hourly employees/students)
Yes (Proceed with checklist)	No (Contact ASU Wrigley HR to process as a Transfer) 
	
Contact Alyssa Lopez 5-9262 for questions regarding:
Voluntary termination- employee will receive check on next scheduled pay day
Involuntary termination- employee picks up pay check three business days following final termination date at Tempe University Center -UCNTRA-  (located at 1100 E. University Drive) 
Final pay or vacation questions
	

ADVISE, RETRIEVE, OR SECURE THE FOLLOWING ITEMS:
Laptop computer/laptop keys - return to IT			P-Card- return to Business Office
 Yes   N/A		 Yes   N/A

Door keys - Return door keys to supervisor		ASU Cell Phone - return to Business Office
 Yes   N/A	 Yes  N/A

Desk Keys - leave keys in cabinet locks  	Passwords (e.g., online files, logins, and voicemail)
 Yes   N/A	 Yes   N/A

Parking - Remind employee to return gate card 	Collect - reference materials, lab notebooks, 
to Parking Services (to avoid fees)	manuals, and other proprietary information
 Yes   N/A 		 Yes    N/A			

Reset voice mail greeting - to meet unit’s needs 		Tech subsidy - HR needs to remove tech subsidy
 Yes   No							from position 
								 Yes   No
Business Cards - recycle									
 Yes   N/A	Travel Card - return by exiting employee 
 Yes   No

Email this completed form 
Please submit this completed form to asuwrigleyhr@asu.edu.
ASU Wrigley HR team will ensure closeout of:
Building Access 	
Server Access 	 
ASU Email Access	
P-Card

special instructions
     


supervisor signature:


____________________________________________________			______________________
Supervisor or designee signature					Date


____________________________________________________			
Printed name of supervisor or designee				
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