
 
 
 
 
 
 
 
 

Purpose  
This job aid demonstrates how to complete the offboarding form as a supervisor. 
 

Responsibility  

All Commonwealth of Virginia (COV) employees who are assigned an agency 
supervisor role.   
 

Procedures  

To process your offboarding form as a supervisor, either click on the link in the email 
notification from covapps@vita.virginia.gov which will open the individual form (skip to 
step four) or navigate to the offboarding application . 
 

1. Select the My Team tab. 

 

2. 
 

Here you will see offboarding forms for your direct reports. 

 

3. Select a form to process. 
 

4. Review the employee information of the person you are offboarding which is located 
at the top of the form. If this information is incorrect, please contact your human 
resource (HR) representative. 

 

How to complete the offboarding 
form as a supervisor 

mailto:covapps@vita.virginia.gov
https://covapps.vita.virginia.gov/offboarding/


5. Complete the offboarding form. 

 

6.  At the bottom of the page, you have two options: Save as Draft or Submit for Review. 
Select Save as Draft to save your changes if you are not ready to submit. Select 
Submit for Review if the supervisor portion of the checklist is complete. 
 
 
 
 

7.  You can monitor requests by clicking on the My Team tab at the top of your screen. 
To see who's assigned to a request, hover the mouse over the status field and those 
persons assigned to that role will appear. 
 

8.  Once the form is completed and approved, it will appear in the Complete/Closed 
panel. 

 
If you have any questions about the offboarding process, please contact your HR 
representative.  


