Employee Name

City of Shakopee

Employee Offboarding Department Checklist

Department

End Date

COMPLETE THE FOLLOWING TASKS BY THE EMPLOYEE’S LAST DAY

Task:

Contact or Return To:

Completed
By:

Date
Completed:

Create IT Help Desk
ticket with the
following
information:
e Employee’s
End date/Time
e Collect/Return
all equipment

Helpdesk@shakopeemn.gov

Collect City Credit
Card (if applicable)

Becky Smith

Collect City Badge

Human Resources

Collect Keys (if
applicable)

Department

Notify
Communications for
Website Update and
CityNet (optional)

Communications(@shakopeemn.gov

Return completed form to Human Resources prior to employee’s first day.
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