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            UMass System Office

                      Roll OFF Form

April 28, 2010
	1. Fill in blanks.   

2. Indicate actions as needed with an X

3. SEND completed form to:  UMSOrollon&rolloff
       Subject:  Roll-Off Notification


	INFRASTRUCTURE & SECURITY
In accordance with the University’s Data and Computing Standards, ALL University system accounts and access will be DELETED for terminated employees.  Effective date is roll-off date defined by manager.

	

	Today’s Date:
	     
	Submitted By:
	     

	WHO (EMPLOYEE’S NAME):       

	DEPARTMENT:      

	CUBE/Office Location:      

	Phone number:                                

	WHEN (ROLL-OFF DATE):                                    TIME:       
Required DATE for Follow-up:       

	 FORMCHECKBOX 
  EMERGENCY Roll-Off Notification; perform roll-off tasks immediately
 FORMCHECKBOX 
   Standard Roll-Off Notification; there are no emergency security issues involved.  (example: resignation)
 FORMCHECKBOX 
   Change of Employment Status; do not remove or de-activate security unless indicated below                               
 FORMCHECKBOX 
   Leave of Absence 
 FORMCHECKBOX 
   Transfer of Position (to maintain previous position’s security for a transitional period.  Complete/send a ROLL-ON form).  

 FORMCHECKBOX 
   Employee Retired
[image: image1.png] FORMCHECKBOX 
  Consultant       Term Date:       

	EXCEPTION Manager may request (with UMSO HR Approval) to maintain the following:

Account
Follow-up Date
 FORMCHECKBOX 

Email account  
 FORMCHECKBOX 

NT Account
 FORMCHECKBOX 

PeopleSoft Accounts
 FORMCHECKBOX 

Other
Notes/Comments:



	Phone:

 FORMCHECKBOX 
  Please have phone number disconnected

 FORMCHECKBOX 
  Keep phone active and change name on Caller ID to:      
 FORMCHECKBOX 
  Set voicemail so that messages cannot be left in mailbox
 FORMCHECKBOX 
  Remove Voicemail from extension
 FORMCHECKBOX 
  Cancel Cell phone service – Cell number:      

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Manager (Obtains)
Keys (return to Kim Medeiros)
Badge & Parking Tag (return to Kim Medeiros)
KAST (knowledge & skills transfer)
Procard (return to Julie Kenny)
Cell phone (return to Julie Kenny)
Laptop (loaner) – return to helpdesk
Desktop (loaner) – return to helpdesk
Other :___


	
	Manager (Directs Departing Staff to complete)

	 FORMCHECKBOX 

	Update, complete hand-off documentation & tasks

	 FORMCHECKBOX 

	Direct employee to organize work area

	 FORMCHECKBOX 

	Forward email. 

Specify forwarding address:______________________

	 FORMCHECKBOX 

	Forward regular mail.

Specify contact:_______________________________

	 FORMCHECKBOX 

	Turn in badge, keys, Procard, cell phone, laptop, desktop; any UMass devices being used out of the office.

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Handle confidential materials (destroy, turn over to Manager, secure as directed by Manager)

____________________________________________

Leave contact information.

Other :_______________________________________

Check if you wish to keep employee’s email active.

Reason: ​​​​​​​​​​​​​​​​​​​_____________________________________

Forward email address:  ( fill in email address below)

____________________________________________

Does Manager want copy of employee .PST files?

 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
   No


	
	Administrative Service Center (Remove)   

	 FORMCHECKBOX 

	Signage

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Email distribution lists

Staff  Lists
Phone Lists (example: UMSO Contact List and Mail drop lists)

Other:_______________________________________

	
	Procard Manager (Remove)

	 FORMCHECKBOX 

	Procard – Access

	Comments:
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