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THANK YOU FOR YOUR CONTRIBUTIONS AT CORNELL!
Your work has had a meaningful impact and is sincerely appreciated. To help ensure a smooth transition and to support colleagues who will be continuing this work, we hope you will help us in sharing the most important knowledge from your role. 
We don’t expect you to document every detail—just the key information you feel is most important to keep. Discuss with your manager how they’d like you to capture and organize the information, including whether they’d like you to use the form below or another method.

	Core responsibilities: Compare with your job description (SPD). Are there differences between the actual work you do and the way your SPD describes your role? If so, please describe:

	






	Recurring tasks and timelines: Note daily, weekly, monthly, annual or other recurring tasks or updates. Please attach a calendar diagram if that’s easier.

	







	List active projects: What are the most important or main projects you’re currently working on? Please prioritize if possible.

	






	Upcoming milestones or critical dates: Are there deadlines, due dates, or other timely concerns coming up?

	






	Step-by-step process for key workflows: What are the most important processes and/or routine approvals in your role, and how are they accomplished?

	







	Systems, tools, and platforms: List any apps or tools you use.

	




	Email accounts (EGAs), shared drives, folders, or documents: Please ensure that current work and important projects are saved to shared locations, and list them here.

	

	Note any file naming conventions: If someone needs to find a file, are there file or folder names that may not be obvious?

	

	Dashboards, reports, trackers: Are there data or other sources your rely on for your role?

	




	Key internal partners and their roles: Individuals, offices, or departments that you work with.

	

	Key external contacts: Vendors, partners, clients – please include contact information.

	




	Standing meetings, forums, or recurring communications: Are there committees, newsletters, events, etc. that you participate in or communicate with that are useful in your role?

	

	Known risks, pain points, or challenges: What mistakes or issues can we avoid, and how?

	




	Improvement ideas or efficiencies: Do you have advice for ways to streamline or improve this role?

	





	What do you wish someone had told you about this role?
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