
CATEGORY TASK DESCRIPTION DEPARTMENT DUE DATE STATUS

In�t�al Steps

Conf�rm res�gnat�on/term�nat�on date HR

Conduct ex�t �nterv�ew HR

Announce departure to team Team Leader

Secur�ty Measures

Deact�vate employee ID/badge Secur�ty

Collect company property Secur�ty

Revoke VPN and remote access IT

D�g�tal Assets

Remove access to d�g�tal assets IT

Deact�vate ema�l account IT

Arch�ve work f�les IT

F�nance

Process f�nal paycheck F�nance

Close expense accounts F�nance

Return secur�ty depos�t (�f appl�cable) F�nance

Work Trans�t�on
Transfer ongo�ng projects/tasks Team Leader

Conduct knowledge transfer sess�ons Team Leader

HR & Adm�n
Update �nternal d�rector�es HR

Perform f�nal performance rev�ew Manager

EMPLOYEE OFFBOARDING CHECKLIST
EMPLOYEE NAME:                                            POSİTİON:                                   DEPARTMENT:                                     END DATE:


