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Instructions: This document is meant to be used as a checklist, or reminder, of all of the tasks/processes that must be completed when an associate terminates from the Institution.  This document should be completed by Human Resources in coordination with the associate’s immediate supervisor and should be retained in an associate’s personnel file when complete.  To indicate tasks are complete, check the box and write the date completed next to the task.  For tasks or processes that do not apply, write “N/A.”

	Employee Name:
	
	Department:
	

	Job Title:
	
	Supervisor:
	

	Hire Date:
	
	Term Date:
	


	
	Amount
	Check Date

	Vacation Days Due:
	
	

	Severance Pay Due:
	
	


Termination Type
 FORMCHECKBOX 
 Voluntary



 FORMCHECKBOX 
 Resignation documented



 FORMCHECKBOX 
 Exit interview complete

 FORMCHECKBOX 
 Involuntary



 FORMCHECKBOX 
 Collect relevant disciplinary documentation



 FORMCHECKBOX 
 Copy of Waiver & Release Agreement to personnel file (if applicable)

Reason for Termination

 FORMCHECKBOX 
 Death

 FORMCHECKBOX 
 Discharge


 FORMCHECKBOX 
 Retired


 FORMCHECKBOX 
 Return to School
 FORMCHECKBOX 
 Resigned: no reason 
 FORMCHECKBOX 
 Relocation

 FORMCHECKBOX 
 Resigned: other
 FORMCHECKBOX 
 Reduction in workforce
 FORMCHECKBOX 
 Other ________________
      employment

Return of College Property
 FORMCHECKBOX 
 ID card

 FORMCHECKBOX 
 Keys



 FORMCHECKBOX 
 Return to Facility Management office

 FORMCHECKBOX 
 Company equipment

 FORMCHECKBOX 
 Credit Card



 FORMCHECKBOX 
 Return to Business Office

 FORMCHECKBOX 
 Company documents (if applicable)

 FORMCHECKBOX 
 Other _____________________________________

HR/Supervisor Termination Procedures
 FORMCHECKBOX 
 Collection of all Supervisor documentation/files

 FORMCHECKBOX 
 Terminate benefits (if applicable)
 FORMCHECKBOX 
 Payroll assignment ended





 FORMCHECKBOX 
 Medical Insurance: Preferred
 FORMCHECKBOX 
 Benefits/COBRA information given/mailed to employee
 FORMCHECKBOX 
 Dental Insurance: Humana
 FORMCHECKBOX 
 Terminate computer access (password, CARS, etc.)

 FORMCHECKBOX 
 Vision Insurance: Comp Benefits
 FORMCHECKBOX 
 Terminate voicemail





 FORMCHECKBOX 
 Group Life Insurance: Advance

 FORMCHECKBOX 
 Remove I-9 from active file




 FORMCHECKBOX 
 FSA: Security Benefits




 FORMCHECKBOX 
 Notify Safety to terminate from RAVE



 FORMCHECKBOX 
 LTD: Hartford



 FORMCHECKBOX 
 Transition Plan Submitted to Department Head

 FORMCHECKBOX 
 Retirement: Lincoln/TIAA-CREF
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