
Employee Separation 
Checklist (Employee) 

  Rev. 04/04/2024 

Please use the following checklist to ensure you have a smooth separation of employment. 

 
Employee Name:   myWSU ID:   

 
Supervisor Name:   Last Day:   

Department Name:    

BEFORE YOU SEPARATE:  

ACTION DATE 
COMPLETED 

Provide a Letter of resignation to your leader that includes the last day you will work.  

 

 

 

 

 

 

 

 

 

 

 

Make a plan to return all 




