OVPR Covered Visitor
Offboarding Checklist
	Name
	
	Supervisor
	

	UMID
	
	Start Date
	

	Uniqname
	
	End Date
	

	Office Space
	
	Notes
	



**Once a step is complete, please indicate both your initials and the date**

	Upon Departure

	
	
	If the individual is on a J-1 visa and is leaving prior to the DS-2019 end date, an Exchange Visitor Departure Form must be completed and sent to the International Center. Visitors may request this through their M-Passport, OR the form may be completed.

	
	
	End any applicable IT-based access (as needed).

	
	
	End access to any applicable Google Drive, shared docs, and/or ownership, unit-specific systems, and unit shared drives (as needed).

	
	
	Remove from any unit-based email groups/directory/phone lists, and U-M email groups in MCommunity (as needed).

	
	
	Remove from any unit-based websites.

	
	
	Remove any unit-based mailboxes.

	
	
	Collect Keys and M-Card.

	
	
	End M-Community sponsorship.

If a restricted table entry is being contemplated, end sponsorship and contact Academic HR for visiting researchers/scholars/students and Staff HR for visiting affiliates/colleagues.

	
	
	Collect any university-based property. Visitors must delete sensitive institutional data maintained on personally owned devices.

	
	
	Remind Covered Visitor to return library materials, including books borrowed via interlibrary loan.

	
	
	Remove any unit-based building access.

	
	
	Obtain updated address and contact information.

	
	
	Covered Visitors should contact the International Center for a departure checklist (as needed).



