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Employee Exit Checklist It is the responsibility of the supervisor to ensure that the separation steps outlined below are reviewed and taken when an employee is leaving or transferring to another department. This form should be completed by the supervisor and approved by the department head. Send the completed signed checklist to your HR department.



Employee Name:



Personnel ID Number:



Title:



Department:



Last Day of Work:



Supervisor:



Voluntary Separation Employee provides a letter of resignation – send a copy to HR department. Verbal resignation, supervisor should provide to employee confirmation of resignation in writing – send a copy to HR department. Involuntary Separation Confirm last day of employment. Determine the appropriate process for removal of the employee’s contents from office or workspace and secure computer networks and files.



Payroll and Final Pay Period – Complete these forms or initiate these processes. Final Pay Final Time Sheet (if applicable) Update current address for Payroll W-2 Outstanding travel expenses (if applicable) Fiscal reimbursements Unpaid commission / overtime / bonus P45 / Completed tax form Last pay date: __________ Direct Deposit (check one): Yes No



Advise, retrieve, cancel, or secure the following items: Staff Identification Card Office and/or desk keys Laptop and/or cell phone Parking pass Purchasing Card and/or Credit Cards Remove employee’s name from: email group list, distribution list, phone list, website and building directory Department network/email account & electronic files Voice mail password / phone extension & deactivate remote working Other Agency property:________________________



____________________________________________________



______________________________________



Supervisor



Date



NOTE: Place a signed copy in the employee’s personnel file. Downloaded from www.careeraddict.com



























[image: Rosen - Resignation Letter.pdf]
Rosen - Resignation Letter.pdf












[image: example-resignation-acknowledgement-letter.pdf]
example-resignation-acknowledgement-letter.pdf












[image: Resignation Form Rev 10.25.16.pdf]
Resignation Form Rev 10.25.16.pdf












[image: Matching with Limited Resignation]
Matching with Limited Resignation












[image: AM-Letter-of-Resignation-from-the-House-of-Bishops.pdf]
AM-Letter-of-Resignation-from-the-House-of-Bishops.pdf












[image: Employee Benefits - Employee Benefit Research Institute]
Employee Benefits - Employee Benefit Research Institute












[image: Employee Benefits - Employee Benefit Research Institute]
Employee Benefits - Employee Benefit Research Institute












[image: EMPLOYEE RESIGNATIONS]
EMPLOYEE RESIGNATIONS












[image: Masciola - NCEDC Resignation Letter 2-4-11.pdf -]
Masciola - NCEDC Resignation Letter 2-4-11.pdf -












[image: Resignation of an Approved Participant ... - Bourse de MontrÃ©al]
Resignation of an Approved Participant ... - Bourse de MontrÃ©al












[image: Resignation of a Foreign Approved Participant ... - Bourse de MontrÃ©al]
Resignation of a Foreign Approved Participant ... - Bourse de MontrÃ©al












[image: resignation of an approved participant - Bourse de MontrÃ©al]
resignation of an approved participant - Bourse de MontrÃ©al












[image: Letter of Resignation, Bennet Omalu, MD.PDF]
Letter of Resignation, Bennet Omalu, MD.PDF












[image: Innovations in Employee Engagement in Health - Employee Benefit ...]
Innovations in Employee Engagement in Health - Employee Benefit ...












[image: Resignation of an approved participant - Bourse de MontrÃ©al]
Resignation of an approved participant - Bourse de MontrÃ©al












[image: Letter of Resignation-Wilkerson-3.27.18.pdf]
Letter of Resignation-Wilkerson-3.27.18.pdf












[image: Resignation of an Approved Participant - Bourse de MontrÃ©al]
Resignation of an Approved Participant - Bourse de MontrÃ©al












[image: Resignation of an approved participant - Bourse de MontrÃ©al]
Resignation of an approved participant - Bourse de MontrÃ©al












[image: Resignation of a foreign approved participant - Bourse de MontrÃ©al]
Resignation of a foreign approved participant - Bourse de MontrÃ©al












[image: Resignation of an Approved Participant - Pollitt ... - Bourse de MontrÃ©al]
Resignation of an Approved Participant - Pollitt ... - Bourse de MontrÃ©al












[image: Resignation of an Approved Participant - Bourse de MontrÃ©al]
Resignation of an Approved Participant - Bourse de MontrÃ©al












[image: Elizabeth A. Duke resignation letter - Board of Governors of the ...]
Elizabeth A. Duke resignation letter - Board of Governors of the ...












[image: resignation of an approved participant - Bourse de MontrÃ©al]
resignation of an approved participant - Bourse de MontrÃ©al












[image: employee dismissal.pdf]
employee dismissal.pdf















Employee resignation checklist.pdf






Send the completed signed checklist to your HR department. Employee Name: Personnel ID Number: Title: Department: Last Day of Work: Supervisor: Voluntary Separation. Employee provides a letter of resignation â€“ send a copy to HR department. Verbal resignation, supervisor should provide to employee confirmation of ... 
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