SUPERVISOR CHECK-LIST

FOR SEPARATING OR RETIRING EMPLOYEES

AS SOON AS NOTICE HAS BEEN GIVEN:  

· Forward a copy of the letter of resignation or retirement to Business Services and Student Insurance (Box 355835)
· Employees should confirm that their home address information is current on MYUW.

· Employees should consult the Benefits Office website http://www.washington.edu/admin/hr/benefits/  for information about their benefits.  Retiring employees must contact the Benefits Office.

ON THE EMPLOYEE’S LAST DAY:

Supervisors:

· Sign employee’s final timesheet; have employee sign as well

· Refer employee to the Business Services and Student Insurance in room 459 to check out

· Get employee’s passwords for:   
Voicemail____________________________






Computer____________________________
· Employee’s email is terminated after 2 pay periods following separation.
Employees:

Check out with the Business Services and Student Insurance in room 459.  We will need the following:  

· Schmitz Hall Keys

· Email vacation message-refer any inquiries as appropriate
· SecurID

· UWATS Long-distance dialing card

· University ORCA card, if the employee does not have a UPASS

· Final time sheet – Signed by both employee & supervisor

· Confirmation of home address for W2 tax form mailings & final check

· Flash drive

· Employee’s email account will terminate after 2 pay periods following separation

Please indicate if you had access to any of the following software applications:

· Recruitment Plus

· CollegeNet (Apply Web)

· Fire Engine Red

· National Student Clearinghouse

· SDB

· Resource 25

Employee should return University ORCA card with an unexpired UPASS &/or Parking Permit directly to Parking Services, located at 3745 15th Ave NE.
Questions concerning COBRA medical insurance coverage or retirement funds should be directed to the Benefits Office at 543-2800.
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