Exit Checklist
v. 04/14/2026


	Employee Information
	

	
Name:

	Department/Unit:

	
Employee ID:

	Supervisor:

	
Last day in pay status:

	Last day on campus:

	
Check all that apply:


	
Resignation:

	Retirement:
	Termination:
	Non-Renewal:

	
Update contact information:
Please update the Workday with your forwarding address information, if applicable.  If forwarding address is unknown, please call HR at 608.785.8013 to update later.


	
Forwarding Email Address:


	
Forwarding Phone Number: 




	EMPLOYEE PORTION
Employee: Please check the box to confirm completion.  If it is not applicable, do not check

	
	
Submitted resignation/retirement letter to supervisor 


	
	
Submitted final time/leave report(s) in Workday before last day on payroll.


	
	
If desired, please schedule an exit interview by reaching out to hr@uwp.edu or calling 262-595-2220.

Completed the optional Exit Survey. 


	
	
Turn in Parking Pass to the Police Department in Tallent Hall


	
	
Returned all assigned office keys to the Police Department.


	
	
Returned all IT equipment (e.g., laptop with chargers) to Tech Bar Wyllie L101


	
	
Cleared all outstanding items with Business Services (e.g., P-Card, capital equipment, etc.).


	
	
Return University ID to the supervisor.





	SUPERVISOR PORTION
Supervisor: It is your responsibility to ensure the collection of the items or completion of actions listed in this section. Employee: please take action on the following items with your supervisor on or before your last day.  If it is not applicable, do not check

	


	
Received the resignation/retirement letter and completed the resignation process in Workday (Terminating a Worker’s Employment)


	
	
Ensure all time, time off, and no leave taken entries have been entered, submitted, and approved.


	
	
Confirm with the departing employee that all office, building, and desk keys were turned in to the Police Department.


	
	
Collected all P-Card and or tax-exempt cards from the employee. 


	
	
Collected the University-issued ID Card.


	
	
Confirm with the departing employee that they have turned in their computer and other technology equipment to the Tech Desk.


	
	
Submit a PKS - SIS Access Deprovisioning Request Form through Ivanti 




	SIGNATURES

	

Supervisor Signature

	

Date

	

Employee Signature

	

Date




The Exit Checklist is required and must be completed, signed, and attached to the Termination Workday task no later than the employee’s last day on campus or emailed to your assigned HR Generalist.
