EMPLOYEE CHECKLIST – TERMINATION

Name 






 Employer Number 



Termination Date 



_____
Exit interview

_____
Figure Accrued Vacation Time

_____
Vacation / sick leave pay out to Accounting

_____
Job service notification 

_____
COBRA Notices

_____
Profit Sharing Release

_____
Notification to Accounting & Helen

_____
Memo to Supervisors

_____
Printout of personnel record

_____
Printout of wage History

_____
Printout of Absenteeism History

_____
Delete Files

Personnel _____  Wage  _____  Leaves _____

_____
remove I-9

_____
401(k) forms

_____
Beneficiary card

_____
GCIU. Calendar 

_____
Return Keys

_____
Employee Committee Check?

_____
Alpha list

_____
Red Binder

_____
 Employ. Ann

_____
Birthdays

_____
Calendar

