
 

Employee Offboarding Checklist 

Week 21 Document 

 
Employee Information 

• Employee Name: ____________________________ 

• Job Title: _________________________________ 

• Department: _______________________________ 

• Last Working Day: __________________________ 

• Supervisor: ________________________________ 

Pre-Separation Preparation 

•  

Documentation and Notifications 

•  

Company Property Return 

•  

System Access Revocation 

•  

Final HR Meeting 

•  

Administrative Follow-Up 

•  

Manager/Supervisor Acknowledgment 

I confirm that all steps have been completed for the offboarding of the above-named 
employee. 

 

Supervisor Signature: __________________   Date: __________________ 

HR Representative Signature: __________________  Date: __________________ 


