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Supervisor Checklist-Staff Separation  
 
 

Supervisor Responsibilities: 

1. As soon as the employee has submitted written notice of the intent to separate from employment, complete the 
DocuSign Employee Separation Form. Do not hold the separation form until the last day of employment is near. 

https://powerforms.docusign.net/eb8b4811-b77f-492b-98db-97e1992f1918?env=na3&acct=6c86146e-eb74-4715-93d9-b5f39e4db265
/financialservices/payroll/documents/complete_last_timesheet.pdf
/hr/current/partners.html

