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A resource for those resigning from the university



TIMELINE

Tell your boss first

Inform your colleagues

Clear out your workspace of personal items & personal paper/electronic files

Workspace Electronic Files

Express gratitude

Make a transition plan & identify a "handover" period

Knowledge Transfer

Confirm your personal info is accurate

Change of Address Benefits Final Pay

OFF-BOARDING GUIDE 2

30 
Days

21
Days

14
Days

7
Days

FinalDay



alumni.csusb.edu
#Coyote4Life

#Coyote4Life #CSUSBAlumni
#CoyoteStrong

/CSUSBAlumni@CSUSB_Alumni

/CSUSB

@CSUSBAlumni

/CSUSBAlumni

alumni.csusb.edu

(909) 537-3700alumni@csusb.edu

ALUMNI 
ASSOCIATION
(FOR EMPLOYEES WHO GRADUATED FROM CSUSB)

STAY CONNECTED:
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https://www.facebook.com/CSUSBAlumni
https://www.facebook.com/CSUSBAlumni
https://www.instagram.com/accounts/login/
https://www.instagram.com/accounts/login/
https://www.linkedin.com/school/california-state-university-san-bernardino/
https://www.linkedin.com/school/california-state-university-san-bernardino/
https://twitter.com/CSUSBAlumni
https://twitter.com/CSUSBAlumni
https://www.youtube.com/user/csusbalumni
https://www.youtube.com/user/csusbalumni
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61


COBRA

BENEFITS

https://www.calpers.ca.gov/page/active-members/retirement-
benefits/refunds-reciprocity

 www.calpers.ca.gov 
MyCalPERS 

CalPERS Retirement
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https://www.calpers.ca.gov/page/active-members/retirement-benefits/refunds-reciprocity
http://www.calpers.ca.gov/
http://www.calpers.ca.gov/
https://my.calpers.ca.gov/web/ept/public/systemaccess/selectLoginType.html


BENEFITS

Employee Assistance Program (EAP)

Short-term counseling
Work/life resources

Financial consultation 

Legal consultation 

Professional development
Convenience resources
Critical incident
Skills coaching 

Healthy living services 

Online self-assessments
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https://members2.mylifematters.com/portal/welcome/sso

Contact Life Matters 24/7 at 1-800-367-7474

Password: csusb (not case sensitive)

EAP ACCESS INFORMATION

https://members2.mylifematters.com/portal/welcome/sso


Fee Waiver Program

hrd-fw@csusb.edu

HCRA/DCRA

Benefits
website

Life Insurance

BENEFITS
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https://www.csusb.edu/human-resources/current-employees/benefits.


Savings Plus

BENEFITS
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BENEFITS

csusb.edu/human-resources/current-employees/benefits

(909) 537-5143

benefits@csusb.edu

https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61


csusb.edu/human-resources

(909) 537-5138

hrdept@csusb.edu

Note: The address listed in "Home" and "Mailing" can be the same.

CHANGE OF ADDRESS

OFF-BOARDING GUIDE

HUMAN RESOURCES
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https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61


COYOTE CASH 
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/csusb.edu/its

(909) 537-3700 support@csusb.edu

Pfau Library, Room 1108

TECHNOLOGY SUPPORT CENTER

http://csusb.edu/its
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61


ELECTRONIC FILES

(909) 537-3700

Pfau Library, Room 1108

OFF-BOARDING GUIDE

TECHNOLOGY SUPPORT CENTER
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/csusb.edu/its

support@csusb.edu

https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61
http://csusb.edu/its


EMPLOYMENT
VERIFICATION
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For questions on using the system:
Call TWN customer services (800) 367-2884

Visit the TWN website

For more information on TWN:
Visit the SCO TWN Employment and 
Income Verification website

https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61
https://theworknumber.com/
https://theworknumber.com/
https://theworknumber.com/
https://theworknumber.com/


EMPLOYMENT
VERIFICATION
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How to use The Work Number
Note: 

For Proof of Employment Only:

Your Employee ID

State of California Employer Code
The Work Number Access Options
The Work Number website 

For Proof of Employment and Income:
Step 1. 

Note: 

https://theworknumber.com/


EMPLOYMENT
VERIFICATION
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How to use The Work Number
Step 2. 

The Work Number Worksheet
How to Use the Work Number
Sample Employee Data Request Form

TWN worksheet is also available to quickly provide the required information
to a verifier.

Note: 

csusb.edu/human-resources

(909) 537-5138

hrdept@csusb.edu

HUMAN RESOURCES

https://www.csusb.edu/sites/default/files/upload/file/empinfo_howto_wrknumber_worksheet.pdf
https://www.csusb.edu/sites/default/files/upload/file/empinfo_howto_wrknumber_STD501.pdf
https://www.csusb.edu/sites/default/files/upload/file/Sample_Employee_Data_Request_Form.pdf
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61


FINAL PAY
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Notification of Separation

Absence Management Entries



FINAL PAY

Effective date of separation

Last Day Worked
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Effective Date of Separation vs Last Day Worked

csusb.edu/payroll

(909) 537-5159

payroll@csusb.edu

Payroll Services

https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61
https://www.alumni.csusb.edu/s/1874/rd/home.aspx?gid=2&pgid=61


KNOWLEDGE
TRANSFER
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Wrap Things Up
Project/Assignment Completion

Business Process Guide/Desk Manual

Offer to Train your Replacement: 

Source: https://www.themuse.com/advice/peace-
out-how-to-leave-a-job-on-great-terms

https://www.themuse.com/advice/peace-out-how-to-leave-a-job-on-great-terms


OUT OF OFFICE
MESSAGE
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Example 1:



OUT OF OFFICE
MESSAGE
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Example 2:

Example 3:



Download a copy of your training transcripts

Access the e-book titled "The First 90 Days"

Visit the Staff Development Center's website 
https://www.csusb.edu/staff-development-center/career

PROFESSIONAL
DEVELOPMENT

OFF-BOARDING GUIDE 19

https://www.csusb.edu/staff-development-center/career


WORKSPACE
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WHERE TO START CLEANING WHEN YOU QUIT

Computer

Email

Software

Browser

Drawers

Office storage

Common areas

WORKSPACE
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THINGS YOU'LL FIND WHEN YOU CLEAN YOUR OFFICE

an
article in the New York Times

LEAVE ON A POSITIVE NOTE

You
simply never know when you'll run into these people again

Source https://www.zippia.com/advice/clean-up-your-desk/

WORKSPACE

https://www.nytimes.com/2018/08/23/smarter-living/why-you-should-take-time-to-mourn-during-career-transitions.html
https://www.zippia.com/advice/how-to-network-in-9-easy-steps/
https://www.zippia.com/advice/how-to-network-in-9-easy-steps/
https://www.zippia.com/advice/clean-up-your-desk/
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How to clean up your desk after you quit your job
https://www.zippia.com/advice/clean-up-your-desk/

REFERENCES

https://www.themuse.com/advice/peace-out-how-to-leave-a-job-on-great-
terms

https://www.zippia.com/advice/clean-up-your-desk/


SERENA AGUIRRE
Workflow Contributor

SARA GARCIA
Project Lead

ROWENA WOIDYLA
Project Owner

BANEZA GARIBAY
Technical Contributor

JAMIE TRICINELLA
Technical Contributor

LURDES VALDEZ
Technical Contributor

JASLEEN AGUILAR
Workflow Contributor

SHAWNA HOLMQUIST
Workflow Contributor

KARLA TORRES
Employee Experience 
Contributor

MARISSA BOLES
Employee Experience
Contributor

BENEFITS
Administration & Finance

TECHNOLOGY SUPPORT 
CENTER

Information Technology Services

HUMAN RESOURCES
Administration & Finance

PAYROLL SERVICES
Administration & Finance

STAFF DEVELOPMENT 
CENTER

Administration & Finance
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Project Team Guest Contributors

External Reviewers
ALUMNI RELATIONS

University Advancement

OFFICE OF THE CHANCELLOR
The California State University

EMPLOYEE & 
LABOR RELATIONS

Administration & Finance

OFFICE OF STRATEGIC
COMMUNICATIONS

University Advancement



5500 University Parkway
San Bernardino, CA 92407




