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Employee Exit Checklist


Name:	Click here to enter text.                    			       
UFID: Click here to enter text.
Department: Click here to enter text.       			       
Termination Date: Click here to enter text.   
Dept Contact: Click here to enter text.	          		                   
Dept Phone:  Click here to enter text.
Salary Plan: Choose an item.		Reason for leaving:  Choose an item.
	
What to begin (14) days prior to departure:
COMPLETED BY: Click here to enter text.

	N/A
	Dean’s Office
	Dept
	

	☐	
	☐	Letter of resignation (forward to CHR office upon receipt from employee)      

	☐	☐	
	BENCOR (inform employee that a cash-out exceeding $2,000 will be wired to BENCOR.  For assistance, please call 1-888-258-3422)    

	☐	☐	
	Complete appropriate Retirement Special Pay Plan forms (BENCOR enrollment form, distribution form and make-whole provision form  

	☐	☐	
	Complete appropriate FICA Alternative Plan forms (BENCOR enrollment form and distribution form) if not on file*
*OPS faculty, postdocs, housestaff, and hourly OPS employees are eligible to participate.

	
	
	☐	Review and correct service hours (over/under payments adjusted before
 termination ePAF is entered) via prior 60-day request punch or elapsed form


                   
What to process on the employee’s last day:
COMPLETED BY: Click here to enter text.

	N/A
	Dean’s Office
	Dept
	

	
	
	☐	Delete ‘Network Managed By’ field under Identity Management in PeopleSoft

	
	
	☐	Stop direct deposit authorization

	
	
	☐	W-4 (change of address forwarded to receive W-2 upon disbursement)

	
	
	☐	University exit checklist

	
	
	☐	Contact Information Technology to cancel Outlook email account and access to shared folders:  help@dental.ufl.edu

	
	
	☐	Termination ePAF (entered once the employee has separated and service hours are corrected)

	
	☐	
	Enter ePAF for leave cash-out






		
image1.png
FLORIDA

College of Dentistry

UF





