
OHSU Departure Checklist 
For more information, please see our website: www.ohsu.edu/oia 

If you are leaving OHSU, please complete the following 
tasks before your departure: 

Office of International Affairs 
 Alert the Office of International Affairs at least one week in advance of your

departure by emailing OIA@ohsu.edu
 Complete the Office of International Affair’s departure survey.
 Provide the Office of International Affairs with future contact information, including

an address, phone number, and non-OHSU email address.

Hosting Department/OHSU 
 Alert your hosting department at least two weeks in advance of your departure.
 Collect the contact information of colleagues who may serve as future references.
 Complete the human resources departure routine, including participating in an exit

survey, turning in your OHSU ID badge, returning keys, and other university 
belongings.  

 Provide colleagues with future contact information and discuss forwarding of mail
received by the department after your departure.

 Make copies of evaluations (if employee) or transcripts (if student), immigration
records, and documents related to professional development. OIA will not save your
immigration records for more than 3 years after your departure.

 Settle any university library fines or unsettled accounts.
 If you are a visiting scholar, notify the Office of Visitors and Volunteers at

OVV@ohsu.edu. 

Logistics 
 File any outstanding health insurance claims. Pay any balances owed.
 If necessary, arrange for your American insurance to end once you leave the United

States 
 End contracts with utility companies (water, electricity, gas, etc.).
 Close bank accounts. If your last paycheck will be deposited after you leave, discuss

with your bank how to close out your account once you leave the U.S.
 Notify your landlord of your departure. Check your lease for the minimum amount

of notice you must give. Leave a forwarding address with your landlord. Make
arrangements for the return of any refundable deposit.

 Consider donating or selling any household goods that you will be leaving behind.
 Fill out a Forwarding Mail Address form at a local post office location.
 Contact your phone company to disconnect your landline.
 Contact your cell phone company to cancel your American cell phone.
 Keep your social security card. It will remain valid for the rest of your life, even after

you leave the U.S.
 If you were paid for your work at OHSU, you will need to pay taxes before the

following spring.

Travel 
 Ensure your passport has not expired.
 Make necessary travel arrangements.
 If you have a child who was born in the U.S., visit the State Department website here

and learn how to get a U.S. passport for your child.
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