CHECKLIST FORIT EMPLOYEE OFFBOARDING

Whether an employee leaves a company of their own accord or not, they
first must be offboarded to ensure an easy and secure tra

current role to their next one. IT administrators play a criti

offboarding process and must quickly and efficiently off

to keep business running smoothly. Follow our nine step

sure you're protecting your company’'s network and data.

0 Disable Employee’s User Accounts

Disable/Change Other Accounts or Passwords

Disable VPN

Convert to Shared Mailbox

Change Employee's Voicemail Password

Retrieve Company-Ownded Physical Assets

_\

Prevent Physical Access

Create a Backup of Employee’s Devices

Contact Vendors
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