
How to Offboard Employees Securely: A 
Practical Guide for Bay Area SMBs

mployee departures are part of doing business, but if IT access isn’t properly removed,

that transition can become a security risk. Former employees may retain access to systems,

client data, or software platforms. Without a defined offboarding process, companies expose

themselves to potential breaches, operational disruption, and compliance violations.

This guide explains why structured IT offboarding is essential for Bay Area SMBs, how to

manage it yourself, and how IT Total Care streamlines the process with professional oversight

and accountability.
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1. Why IT Offboarding Matters for Bay Area SMBs

When an employee exits your organization, their digital footprint does not vanish 
automatically. From email accounts and file access to licensed software and cloud services, 

inactive accounts pose serious security and financial risks. A thorough offboarding process 

protects your business from both internal and external threats.

Why It Matters for Bay Area SMBs:

➢ Security and Privacy: Employees often have access to sensitive files, systems, and 

credentials. Improper offboarding can result in unauthorized access or even intentional 

damage.

➢ Compliance Requirements: Regulations like HIPAA, GDPR, and CCPA require timely 

revocation of access. Failure to comply can lead to fines and legal consequences.

➢ License Cost Recovery: When software licenses go unused but remain active, your 

company pays for tools that no one is using.

➢ Data Ownership and Workflow Continuity: If shared folders, email inboxes, or project 

files are left unmanaged, your team may lose access to critical data and client 

communications.

➢ Business Reputation: A data leak or system compromise stemming from poor 

offboarding can damage client trust and harm your brand’s reputation.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: BrendanD@ITtotalCare.com
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2. How to Offboard Employees Yourself

If you’re managing employee offboarding internally, it’s important to follow a step-by-step 
plan. Here’s a practical framework to ensure nothing slips through the cracks:

Step 1: Develop a Written SOP

➢ Create a checklist that outlines all technical and operational offboarding steps

➢ Coordinate across departments (IT, HR, Operations) for consistency

Step 2: Lock Down Company Devices

➢ Immediately disable remote access and admin privileges

➢ Ensure that laptops, mobile devices, and other hardware are collected promptly

Step 3: Disable User Accounts

➢ Revoke access to Microsoft 365, Slack, Zoom, and any other third-party platforms

➢ Remove credentials from VPNs, password managers, and internal tools

Step 4: Transfer Ownership of Data

➢ Reassign ownership of shared documents, inboxes, calendar events, and project files

➢ Archive necessary communications and client correspondence for future reference

Step 5: Recover and Reassign Licenses

➢ Review and deactivate unused licenses tied to the departing user

➢ Reallocate software access to a new team member if applicable

Limitations: Internal offboarding processes often overlook uncommon tools, synced 

devices, or access granted through integrations. Missed steps can lead to data exposure, 
operational gaps, and compliance risk.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: BrendanD@ITtotalCare.com
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3. How IT Total Care Strengthens IT Offboarding

At IT Total Care, we help Bay Area SMBs implement offboarding procedures that are secure,

consistent, and scalable. Whether you are managing one departure or standardizing

company-wide policy, our team provides expert guidance every step of the way.

Our Offboarding Process Includes:

➢ Custom SOP Development: We collaborate with your team during onboarding to define 

a tailored offboarding plan based on your existing systems and workflows

➢ Secure Device Lockdown: We remotely disable company computers and phones, 

ensuring no data is accessed after termination

➢ Hardware Return Coordination: We guide the collection process and track device 

return status to maintain accountability

➢ Data Backup and Archiving: Once a device is returned, we extract and archive all 

company data before securely wiping the system

➢ Reconfiguration for Reuse: Devices are cleaned and prepared for future team 

members, reducing downtime and hardware waste

➢ Access Control and License Deactivation:

o Convert email accounts to shared inboxes and set automatic replies

o Disable antivirus, cybersecurity, and endpoint protection services

o Revoke access to collaboration tools, industry platforms, and cloud software

➢ Offboarding Checklist Review: We walk through a structured set of offboarding 

questions to make sure no account, device, or integration is missed

A reliable offboarding process is not just a security measure. It protects your people, your 

assets, and your reputation.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: brendand@ittotalcare.com
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