Offboarding · Laura Bennett · Last day November 13, 2026
Exit Interview and Offboarding Checklist
One record for the exit conversation, returned equipment and closed accounts
	Employee
	Laura Bennett
	Employee ID
	E-10482

	Job title
	Senior Data Analyst
	Department
	Analytics

	Manager
	Owen Patel
	Separation type
	Resignation

	Notice received
	October 30, 2026
	Last working day
	November 13, 2026


Finished example for a fictional company. HR runs the interview; IT and the manager complete their sections. Keep interview answers confidential and report them only in aggregate.
Exit interview
Interviewer: Mei Tanaka, HR Business Partner. Date: November 12, 2026. Format: In person.
Ratings
	How satisfied were you with…
	Answer

	Your day-to-day work and responsibilities
	Satisfied

	Your manager’s support and feedback
	Satisfied

	Opportunities to learn and advance
	Dissatisfied

	Pay and benefits
	Neutral

	Workload and work-life balance
	Neutral

	Company culture and team
	Very satisfied


Questions
	What is the main reason you are leaving?
	Career growth: A lead analyst role with people management, which is not available here in the next year.

	What could we have done to keep you?
	A clear path to a lead role, or a timeline for one.

	What did you value most about working here?
	The team and the freedom to choose tools and methods.

	What should we change for the next person in your role?
	Document the monthly reporting pipeline; it lives in my head.

	Would you consider working here again?
	Yes


Equipment return log
Check every item against the asset register. Record the serial number from the device, not from the register, so mismatches show up.
Table 1. Company property returned
	Item
	Asset tag
	Serial number
	Condition
	Back
	Received by

	Laptop (14-inch)
	BWA-0731
	C02FX3L9MD6R
	Good
	☒
	J. Rivera (IT)

	Charger and USB-C dock
	BWA-0732
	DK8-55120-A
	Good
	☒
	J. Rivera (IT)

	External monitor (27-inch)
	BWA-0611
	3CQ1234ZZK
	Fair
	☒
	J. Rivera (IT)

	Mobile phone
	BWA-0907
	356938035643809
	Good
	☐
	Name

	Security badge
	BADGE-2291
	n/a
	Good
	☒
	Front desk

	Hardware security key
	BWA-1102
	YK5-18876501
	Good
	☒
	J. Rivera (IT)

	Office keys (2)
	KEY-14
	n/a
	Good
	☒
	Facilities


Missing item:  The phone is due by the last day. If an item is not returned, record it here and follow the policy in the employee handbook; do not deduct its cost from final pay unless the law and a signed agreement allow it.
Access revocation
IT removes access at the end of the last working day unless the manager asks for an earlier time. Each line is signed off by the person who did it.
Table 2. Systems and accounts
	System
	Account
	Done
	Date
	By

	Email and calendar
	laura.bennett@
	☒
	November 13, 2026
	J. Rivera

	Single sign-on (all apps)
	lbennett
	☒
	November 13, 2026
	J. Rivera

	VPN and remote desktop
	lbennett
	☒
	November 13, 2026
	J. Rivera

	Data warehouse (admin role)
	lb_admin
	☒
	November 13, 2026
	S. Ng

	Shared drive ownership transferred
	to O. Patel
	☒
	November 12, 2026
	J. Rivera

	Building access card
	BADGE-2291
	☐
	Click or tap to enter a date.
	Name

	Corporate card
	ending 4471
	☒
	November 10, 2026
	Finance


Final pay and benefits
	☒
	Final paycheck calculated, including unused paid time off where policy or law requires it.

	☒
	Outstanding expense reports approved and paid.

	☐
	Benefits end date and continuation notice sent.

	☐
	Retirement plan information and contact details provided.

	☒
	Forwarding address confirmed for tax forms.


Sign-off
By signing, each person confirms their section is complete.
	 
Employee
Laura Bennett
Date: Click or tap to enter a date.
	
	 
Manager
Owen Patel
Date: Click or tap to enter a date.

	 
IT
Jordan Rivera
Date: Click or tap to enter a date.
	
	 
Human Resources
Mei Tanaka
Date: Click or tap to enter a date.
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