Employeés Checklist for Separating Employees

The Employee Separation Checklist provides key information related to transitioning roles on campus or
departing from the University of Denver. Please note that each unit may have addregu@ements or
protocols and individuals should inquire within their unit to ensure all requirements are met.

f  Operational Responsibilities
Provide detter of resignation, email or hard copy, to your manager.
Please visit th&eparationpage ofthe HRIC websitéor informationon Voluntaryand
CORBenefits, COBRARarkingPermits, EcoPasRetirement Savings, TuitidNaivers,
andother payrolldeductions.

f  Administrative(as applicable)
*Activate anout-of-office message oyiour DU email including new pointof contact.
*Update voicemail message teflectdeparture. Includénformationon a new point of
contact.
Loginto PioneerTime andpproveyour timesheet athe endof your final dayof
employment.Submityour expenseeport(s)in Pioneer Travel and Expense.
Reviewand Approveitems inyour approval queue(gPioneer Time, Pioneer Travel and
ExpenseBanner).
Workwith the employeeto reviewall Zoomcloudrecordings. Havéhem deleteany
that arenolongerneeded. If any need tbe kept by your department, you or the
employeecanemail support@du.eduequestingo transfer them toanotheruser.
Before theirlast day of employmengmployeesshould setup a delegate (either their
supervisor or business officer)timeir Travel& Expense (Concur) accodat any
outstandingexpenses. Instructions for setting uglelegate ]Jv. % P ¢ 0}AX

! DU property

Returnkey(s)


mailto:support@du.edu
https://dusharedservicescenter.freshdesk.com/support/solutions/articles/30000033437-setting-up-expense-delegates
https://dusharedservicescenter.freshdesk.com/support/solutions/articles/30000033437-setting-up-expense-delegates
mailto:AskHRPartners@du.edu
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https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/30011165984/original/wNRK0T5HpgcMqP6Hcz6ZJTGE-wODF2jwMA.png?1551107993
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/30011165895/original/UJd0E78OxzA3V45Z14R2EU7TPgYkmpLj9A.png?1551107907
https://dusharedservicescenter.freshdesk.com/support/solutions/articles/30000034033-logging-in-to-pioneer-travel-and-expense
https://dusharedservicescenter.freshdesk.com/en/support/solutions/articles/30000034033
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/30011270225/original/CrMtQhPzzf4dV1--yXiUc3sL9TsuqfAF4Q.png?1551477003
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/30011270239/original/VJ6NgRYXdxVCAjvX5Wzt-jEYgK3rbFIOBA.png?1551477088
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