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[bookmark: _xa5bkwe7i517]EMPLOYEE SEPARATION CHECKLIST
	Employee Information


Name: 
School/Department:
Type of Separation: 	 ☐ Voluntary		☐Involuntary
Description: 	☐Layoff     ☐Resignation     ☐Release    ☐Retirement    ☐Other __________	
Last Working Day:
	Separation Documentation


☐Receive written notice of resignation or retirement that confirms the employee’s last day, if it’s a voluntary separation.
☐Verify attendance record and accrued and unused time off in TLAM.
☐If the employee’s position is eliminated, provide them with the Employee Transitions Resource Guide.
	Compliance


☐If an employee resides in New York, New Jersey, or Connecticut you must provide them with their respective New York Record of Employment, New Jersey Claiming Unemployment Benefits, or Connecticut Unemployment Notice form within five days of their separation. If the employee lives in any other state, please contact Ursula Bollini at ub2@columbia.edu.
	Transition & Exit Planning


☐Work with the employee’s manager to transition work assignments.
☐ If the employee is voluntarily separating, you may administer an Exit Survey.
☐ If the employee’s position is eliminated, work with the manager to determine if the employee needs to report to work before their last day.
	IT & Access


☐ Disable systems access (email, network, apps).
☐ Forward email (bounce-back or redirect message) and voicemail.
☐ Download local drive and Google Drive files for knowledge transfer.
☐ If an employee’s position is being involuntarily terminated, consult with your HRBP on whether the Urgent Termination Process is needed to address their IT systems’ access. 
	Collection of University Property


☐ Collect CUID badge and keys.
☐ Collect laptop, cellphone, and any other University issued technology.
☐ Ensure the employee collects all personal belongings from the worksite.
	HRIS & Payroll Transactions


☐ Process the separation in PAC. Consult your HRBP on the correct Action Reason Code to use.
☐ Pay out accrued and unused vacation and personal time, if applicable.
☐ If there is a severance/separation payment, submit a separate PAF to process payment.
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