Things to Do As You End Employment With 
Cooperative Extension

Please make every attempt possible to complete the following as appropriate for your position.  Ask questions of your immediate supervisor, District Director, or Unit head if you need additional clarification.
Programming:

· Complete and file any reports associated with your program or program area.
· Write an exit report that will serve as a guide for your replacement.  Leave a copy in your office, and forward one copy to your state program director and any other individuals, as appropriate.
· If the work of your position needs to be certified for the purposes of federal funding, you will be mailed a UW-Extension Effort Certification and Reporting form at your home address when it is available.  The federal government requires that each staff member certify their own effort, even those who have left Extension employment.  You will be asked to verify the numbers that appear on the form, make any necessary changes, sign and return the form before the end of the designated processing period.  Please communicate your current home mailing address or forwarding address prior to the end of your employment.  
Payroll:
· If you have not already done so, contact the UWEX Payroll Office at 608.265.9034 to verify your actual paid leave balances as of your employment separation date.    Balances listed on your monthly leave statement are prorated for the year and may reflect an overpayment of paid leave if you end employment prior to the end of the fiscal year (June 30th).  
· A week before your retirement or resignation date, go to the UWEX Payroll website: http://www.uwex.edu/payroll/forms/ and click on ‘leave report’.  Print off a blank leave report and complete it for your last month of employment.  Your last leave report must be signed by yourself and the hiring authority for your position as soon as possible.  The UWEX Payroll Office cannot pay out any unused leave time until all signed leave slips are on file. You will be paid all salary earned through the last day of work, including accrued vacation as provided by unclassified staff policies provided that all leave reports are up to date.  
· Inform the UWEX Payroll Office at 608.262.0531 of any home mailing address changes so W-2 tax forms will be sent to the proper address at the end of the year.
Benefits:

· You will receive a letter from the UWEX Staff Benefits Specialist with information about the benefits you are entitled to at your time of employment separation.  

· Please contact the UWEX Staff Benefits Specialist at 608.262.4857 if you have questions regarding health insurance after employment separation, retirement account information, etc. 
Exit feedback:

· Decide if you wish to provide feedback regarding your employment with Cooperative Extension during an “exit feedback” meeting.  This meeting can take place in person or over the telephone.   During the meeting you will have the opportunity to confidentially discuss matters of concern as you end your employment with Cooperative Extension.  The exit feedback meeting may be completed prior to your last day of employment or within the first few weeks that follow.  If interested, contact Sharon Klawitter, Cooperative Extension Human Resource Development Director at 608.265.3372 or sharon.klawitter@uwex.edu to schedule.  Please allow at least 30 minutes.
Return of work-related Items:

· Please make arrangements to return the following items:
· Office keys and key cards

· Computer access authorization codes

· Telephone cards

· Identification card

· Name badge

· Purchasing cards or corporate credit card

· Parking permits

