Employee Termination Checklist
Employee Name:  ______________________

Date of Termination:  _________

Position:  _____________________________  

Department:  _______________

Instructions:
Before a final decision regarding termination has been made, answer the questions below (with yes, no, or N/A): 

· Have alternatives to discharge been discussed? 







· Has the employee been warned previously for violation of this rule or standard of conduct? 













· Has the employee used any internal grievance mechanism to resolve the problem? 


Reason for Separation: __________________________________________________________
____________________________________________________________________________________________________________________________________________________________
Termination Documentation
· Resignation/Termination Letter attached


_________

Salary/Vacation Accrual
· Salary through last day of work



_________
· Accrued, unused vacation



_________
· Final paycheck amount




_________
Employee Benefits

· COBRA benefits explained



_________
· Date COBRA information issued


_________
· 401(k) Plan information issued



_________
· Other benefits discussed




_________
Company Property Returned 
· ID Badge





_________
· Keys/Building Access cards



_________
· Credit cards





_________
· Laptop






_________
· Cell phone/pager




_________
· PDA






_________
· Other






_________

Instructions:

After the decision to terminate the employee has been made, answer the following questions (with yes, no, or N/A: 

· Have you discussed employee’s feelings regarding the separation?



· Have you conducted an exit interview with the employee?




· Have you provided the employee with a termination letter?







Comments: 


































___________________
____________________________




Signature of Employer Representative




____________________________

Printed Name 
______________________

Date


