EMPLOYEE TERMINATION CHECKLIST

Employee Name ______________________________  Position Title ____________________________
Dates of Employment: From_______________ To ______________ Termination Effective ___________
Reason for Termination ________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Compensation Due: Wages/Salary ___________________
Vacation Pay ____________________
Sick Pay ________________________
Severance ______________________
Other __________________________
Less Money Owed ________________
Total___________________________  Paid Check No. __________ Date ________
Building/Employer Identification Card Returned ______________________________________________
Keys/Access Cards Returned: Office _____________ Building _____________ Other _______________
Tools Returned _______________________________________________________________________
Resignation Letter (if voluntary): Date Received ____________ Termination Interview Held___________
Forwarding Address ___________________________________________________________________
____________________________________________________________________________________
Forwarding Telephone No. ______________________________________________________________
Supervisor Signature ________________________________________ Date ______________________
Employee Signature _________________________________________ Date _____________________
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