Sociology Checklist for Separating Employees

	Employee Name
	
	
	EID Number
	

	
	
	
	
	

	Termination Date
	
	
	Mailing Address
	

	
	
	
	
	

	Phone Number
	
	
	
	

	
	
	
	
	

	Email Address
	
	
	
	


	Completed
	Task

	
	1. Human Resources items:

· Receive letter of resignation or notification of appointment end date.  Ask whether the employee is separating from the University or transferring to a different department.  

· Update 220 forms and complete a review and reconciliation in preparation of employee’s separation. Review 220 forms and obtain necessary signatures.  If employee is unavailable to sign, write, “employee is unavailable for signature” on the employee’s signature line (the 220 should not be sent to the employee for signature).  

· Process the Online Payroll Update System (OPUS) action to separate the employee.

· If the employee is separating from the University, complete the Employee Separation Payment Authorization form (UoW 1349), confirm accuracy of balances transferred from 220 forms, and obtain appropriate signatures.  Distribute completed form as directed.  

Upper Campus departments and the Bothell and Tacoma campuses should send all the audited 220 forms, a copy of the separation payment authorization form, a copy of the resignation letter, and a copy of the separation screen from OPUS to HR Operations at Box 354561.



	
	2.  If employee has not updated their forwarding address on Employee Self Service, update their forwarding address information on OPUS.



	
	3.  Receive all keys (office, building, desk, and file cabinets) and building use permits



	
	4.  Remove employee from electronic building access locking system database (Proxy card)





	5.  Collect UW issued-equipment such as laptops, cell phones, software, or other tools


	

	
	6. Discuss how the separating employee’s email will be handled

· There are two options, both of which require the employee to take action from their account.  The separating employee can either set up an auto-reply email message to let others know they have separated or forward their account to another employee.  For instructions on setting up auto-reply messages, see http://www.washington.edu/computing/faqs/html/email.autoreply.  To forward your email account to another employee or supervisor, see https://uwnetid.washington.edu/manage/?forward
· For other questions, please email help@cac.washington.edu or call 543-5970.



	
	7.  Determine location of computer and paper files; if necessary, move office files to shared drives.  Ask for departmental computer passwords and computer access codes.



	
	8.  Remove/delete access to network directories and electronic calendar.  For the Nebula network, email    nebula-support@cac.washington.edu.



	
	9.  Remove access to communications – see http://www.washington.edu/admin/comtech/ for items listed below

· Cancel/change access to UWATS account

· Transfer or cancel voice mail, obtain voice mail password _______________

· Return and cancel pagers

· Return cell phones

· Return Sprint cards

Call 3-0133 to remove UWATS account set up.



	
	10.  Remove access to Payroll and OPUS review functions

· Send an email to opushelp@u.washington.edu to delete the employee as a reviewer for your Payroll Unit Code.  This email should include the individual’s name, UW NetID, and PUC.  Consider updating PERM distribution list.

· To cancel access to OPUS, the PTR online system, and to remove individuals from the pronline mailing list, email pronline@u.washington.edu.

· If an employee is transferring within UW and will have Payroll responsibilities in another department, the employee should be removed from your Payroll Unit Code but their access to OPUS and the PTR online system does not need to be cancelled.   The employee’s new supervisor should contact opushelp@u.washington.edu to provide them with access to a different Payroll Unit Code.

· To remove individuals from the Payroll mailing list and the Payroll Coordinator list, email payroll@u.washington.edu.

	
	11.  Cancel SecurID and access to Keynes

· To remove access for an individual, supervisors should email adminapp@u.washington.edu.   This email should include the person’s name, usercode, the reason why access should be deleted, and the serial number of their SecurID card (if known).  

· Return the SecurID card to C&CI, Box 352830.

· Employees who are changing departments and know they will need access in their new department can keep their SecurID card. They will need to re-apply for access in the new department by completing and sending an application form available at  http://www.washington.edu/admin/adminsystems/forms
· For more information, see http://www.washington.edu/admin/adminsystems/INTRO/
· Contact adminapp@u.washington.edu


	
	12.  Husky Card/Staff ID Card

· If the employee is separating and has a U-PASS, they must present their card to Parking for sticker removal. The employee then returns the Husky Card to the supervisor for destruction.



	
	13.  Cancel ProCurement Card or Reconciler Account Access 

· Department Administrators should email djwright@u.washington.edu or send a memo to the ProCurement Card Program in Financial Services requesting the following:

- cancel cardholder’s ProCurement Card

- cancel web access for cardholder and/or reconciler

- remove reconciler email addresses associated with department cardholder accounts

- submit cardholder names that were the responsibility of the previous reconciler

- designate new reconciler and provide their UW NetID name

- submit new reconciler email address to replace the previous one

· Administrators must destroy and dispose of the ProCurement Card for employees who are separating.  

· If the employee is transferring to another department, the defaults can be changed so the employee can use the ProCurement Card in their new department.  The Administrator of the new department should submit the new budget and object coding defaults and the new reconciler’s UW NetID name for the cardholder.  

· For additional questions, call the ProCurement Card hotline at 543-5252.  

· Email dgwright@u.washington.edu


	
	14.  Collect Travel VISA card

· Remind employees to return their card to the Travel card administrator at Box 351117 on or before their last day of work and pay the remaining balance on their card.  

· Because cards are issued to individuals and not departments, there is no need to cancel the individual’s travel card if they are transferring to a different department.  

· For more information, call 543-5867 or 543-0658.



	
	15.  Cancel Corporate Travel Account (CTA) approval authorization 

· Supervisors should send an email to dharker@u.washington.edu requesting the removal of employees who are either separating from the university or transferring to another department.  This email should include the employee’s name, role played (approver, reconciler) and the last six digits of the account number.  Authorization can be deleted within 24 hours.  

· If an employee is transferring to a different department, the new department should send an email to dharker@u.washington.edu requesting that the employee be added to their CTA account.

· For more information, call 543-5867 or 543-0658.

· Email Diane Harker (dharker@u.washington.edu)



	
	16.  Remove access to Petty Cash funds

· If the employee is a petty cash custodian notify Payables Administration at apcsvc@u.washington.edu or 206-543-4500.

· If the employee is an authorized signer contact the bank to update the signature card.



	
	17.  Discontinue records retrieval authorization (UW Records Management Office)

· Send an email to urc@u.washington.edu


	
	18.  Remove OASIS access (Equipment Inventory System) 

· Email eio@u.washington.edu and include the employee’s name, UW NetID, and org codes.  

· For additional questions, see http://www-oasis.cac.washington.edu/admin/adminsystems/oasis
· Contact eio@u.washington.edu


	
	19.  Remove UW Development Advance access 

· Send an email to devhelp@u.washington.edu to remove an employee’s access to Advance.  In the email, include the employee’s name and the date they are separating or transferring to another department.  

· For additional questions, call the Development Help Desk at 206-221-3947.



	
	20.  Review, purge and close department personnel file.  Retain as instructed in UW Records Retention Schedule.  See http://www.washington.edu/admin/recmgt/uw.gs8.html


	
	21.  If a manager or an administrator is separating from the University, provide employee separation information to HR Admin for use in updating and preparing the HR email lists.  Email hradmin@u.washington.edu with the employee’s name, separation date, job title, and unit.



	
	22.  Remove from listproc & any listproc manager functions

	
	23.  Remove authorization to order keys (contact Facilities at 3-9014 or email lockshop@u.washington.edu)

	
	24.  Remove SocServer & intranet access

	
	25.  Complete Employee Separation Payment Authorization form (note: for retirements the sick leave payout budget is 01-4808 for state budgets & 74-0408 for grant budgets).

	
	

	
	

	
	


Note:  If you find that any of this information is outdated, please contact hradmin@u.washington.edu.

