Separation Check List

Department of Pathology

University of Washington

TWO WEEKS BEFORE YOUR LAST DAY:

1. Notify your supervisor of your plans.  Write a resignation letter, address it to your supervisor, include your last expected day of work, and whether you wish to use up your vacation or get paid for it.  Provide an ‘acceptance’ line for your supervisor’s signature.  Send the original letter with supervisor’s acceptance signature to the Pathology Payroll/Staff Personnel Specialist, Greg Lawrence.

2. Change your forwarding address (for W-2, mail, etc.) using MyUW.  

3. Contact the UW Benefits Office, at 543-2800, to arrange for the disposition of your accumulated retirement benefits, COBRA medical coverage, etc. (Not applicable for most hourly employees).

ONE WEEK BEFORE YOUR LAST DAY:

1.
Complete and sign your LTR Timesheet (vacation/leave record).  Have your supervisor sign and turn in the form to Greg Lawrence.  Accrued vacation will be paid to you after you leave, accrued sick leave will be reinstated if you continue employment at the University, or come back to work at a later date (Not applicable for hourly employees).

LAST DAY OF EMPLOYMENT:

1.  See the Pathology Facilities Coordinator, Tina Lever, HSB C-516 to turn in your keys, building card and/or building permit, cryptocard and to receive a refund of your key deposit. 

2.  Turn in your VISA Travel card to Judi Morris in the Pathology Main Office, 

Room C-517, HSB.

3.  Turn in your Staff Card to the Parking Division Office 3901 University Way NE or in the 4th floor lobby of Health Sciences Building (9:30a.m - 3:30p.m) to cancel the payroll deduction for your bus pass or parking permit.  If you don’t have a bus pass or parking permit, you may turn in your Staff Card to Greg Lawrence.

QUESTIONS?:
Contact:
Greg Lawrence



Payroll & Staff Personnel Specialist



Department of Pathology



Office:
HSB C-510



Phone:  543-6190



email:
gsl3@u.washington.edu
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