
University General Division (Campus) 

Employment Separation/Department Transfer Checklist 

for Supervisors 

(Use this checklist for faculty, staff and administrative employee separations and department transfers. 

Retain the checklist in the department for your records.) 

 

Note to Supervisor:  



07/07/2021 

USA Property – Check or write “N/A” for return of the following items: 
 

  Computers, laptops, accessories.   

  University issued uniforms. 

  University issued equipment, tools, supplies and materials. 

  Books, journals, literature, CDs, DVDs, etc. 

  Library materials. 

  Any other USA-owned items in possession of employee. 

 

HR/Financial/Payroll Issues 
 

  Direct employee to contact Human Resources Office. 

  Prepare and process final separation Personnel Action Form. 

  Reconcile any outstanding payroll issues with the employee to include final timesheet and leave 

balances, as applicable.  

  As applicable, ensure all financial accounts, including travel expense and petty cash transactions, are 

reconciled.  

 

Work Status Update 
 

  Meet with the employee to discuss the status and transition of job duties and current and/or pending 

projects.  

 

University Research 
 

 As applicable, ensure the employee has been cleared by and executed all applicable agreements with the Office 

of the Vice President for Research and Economic Development regarding: 
  Grants and contracts 

 Patents 

 Inventions 

 Special government security clearances 

 


