Employee offboarding checklist
	Employee name
	
	Employee code
	

	Department
	
	Office / location
	

	Reporting manager
	
	Resignation accepted on
	

	Last working day
	
	
	


Checklist
	When
	Task
	Owner
	Done (date, initials)

	Resignation accepted
	Record the last working day in the HR system
	HR
	

	Resignation accepted
	List every asset the person holds from the register; send it to them and their manager
	IT
	

	Resignation accepted
	Plan the handover of work, files and shared passwords
	Manager
	

	During notice
	Agree a date to return equipment; remind a week before
	IT
	

	During notice
	Settle salary or travel advances, loans, expense claims; close the corporate card
	Finance
	

	Last day
	Collect laptop, charger, phone, data card, monitor, ID and access cards, keys
	IT / Admin
	

	Last day
	Record the condition of each item; photograph any damage
	IT
	

	Last day
	Disable email, VPN and single sign-on; remove or reassign paid software seats
	IT
	

	Last day
	Remove devices from MDM and remove device locks (Apple ID, Google account)
	IT
	

	Last day
	Exit interview
	HR
	

	After exit
	Wipe returned devices before giving them to anyone else
	IT
	

	After exit
	Approve the write-off for anything lost or stolen
	Owner / Finance
	

	After exit
	Issue the No-Dues certificate; process the Full & Final
	HR / Payroll
	

	After exit
	Issue the relieving and experience letters
	HR
	


	Items not returned (if any)
	

	Amount to settle in Full & Final
	



	
______________________________
HR: name, signature and date
	
______________________________
IT: name, signature and date


Template from assetvow.com. Edit freely for your company.
