University of Maine
Departing Employee Checklist

Thank you for your service to the University of Maine. As you prepare for your departure, please review and complete this checklist to ensure a seamless transition of your responsibilities, final compensation, and benefits. 
Action Items for the Employee
1. Personal Information & Final Pay
☐Verify Home Address: Ensure your current home address is fully updated in MaineStreet so your final tax documents (W-2) and benefits information reach you. 
☐ Final Timesheet / Leave Record: Complete, review, and submit your final timesheet or monthly leave record on time to ensure your final hours and accruals are processed correctly. 
☐ Clear Financial Accounts: Verify that any outstanding UMaine travel advances or Concur expense report balances equal zero and ensure all outstanding expense reports are submitted for payment. 
2. MaineStreet Access & Digital Continuity
☐ Download Paystubs and W-2s: Your self-service access to MaineStreet HR ends immediately after your last day when your account locks. You must log in and download or print past tax documents and recent paystubs before your final day.
☐ Clean Personal Files: While files and contact info on university devices are not considered personal, we understand you may have personal data on them. Remove personal emails, photos, or contact info from your work computer and cell phone before returning them. 
☐ Set Out-of-Office Auto-Reply: Configure an out-of-office message on your email directing contacts to your supervisor or the appropriate replacement team member.
3. Knowledge Transfer & Deadline Continuity-If Applicable
☐ Brief your Peers and Team: Schedule a brief meeting or send a summary update to your peers and collaborators alerting them to these looming deadlines so no vital university operations are dropped.
☐ Pass On Outstanding Tasks: Explicitly hand off your active, incomplete tasks to designated team members. Provide them with the current status, next steps, and locations of corresponding files.


3. Knowledge Transfer & Deadline Continuity (Continued)
☐ Transfer Google Drive Ownership: Any files or calendars on your personal UMaine Google account will be permanently deleted upon your departure. Transfer ownership of all university- and business-related files to your supervisor or a designated team member.
☐ Map Out Looming Deadlines: If time allows, identify any critical project deadlines, reporting compliance dates, or operational milestones occurring within the next 30–60 days.
Property & Asset Return (To Your Supervisor)
Your supervisor is officially required to retrieve the following University-owned items from you on or before your final day: 
☐ Keys: All building keys, office keys, desk/file cabinet keys, and university-owned vehicle keys. 
☐ Access & Financial Cards: Electronic proximity access cards, your University ID card, and any University credit cards (P-Cards or corporate American Express cards). 
☐ Electronics & Equipment: Any and all University property, including cell phones, pagers, laptops, University-provided clothing, tools, or specialized equipment. 
☐ Remote Equipment: Any university-owned equipment currently located outside of your main university work location (e.g., work-from-home setups). 
☐ Reference Materials: All official University reference materials, department files, physical manuals, and local computer files. 
Understanding Your UMS Benefits
Contact the centralized UMS Employee Benefits Center at (207) 973-3373 or via email at benefits@maine.edu for individual premium rates, retirement vesting, or specific coverage dates.
· Health, Dental, & Vision Insurance: Your active coverage through Cigna and Northeast Delta Dental typically ends on the last day of the month in which your employment ends. You will receive a COBRA enrollment packet in the mail shortly after, allowing you to continue coverage at your own expense for up to 18 months.
· Vacation Payout: Any accrued, unused vacation hours (up to the maximum allowed) will be paid out on your final paycheck. Any accrued vacation hours beyond the maximum will not be paid out and will be forfeited upon separation. *
· Retirement Accounts (TIAA / Fidelity): Final contributions will be withheld from your final regular paycheck. Once separated, your funds remain in your 403(b) or 457(b) account. Contact TIAA or Fidelity directly to manage rollovers or withdrawals.
· Flexible Spending Accounts (FSA): Participation stops on your last day. You can only submit claims for eligible healthcare expenses incurred on or before your final day of employment.
* Except where prohibited by state or local law.
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