Name:






Termination Date : 




Termination Checklist

The following information needs to be verified/classified when an employee leaves ABC. Proper paper work should be initiated as soon as possible when it is learned an employee will be terminating employment.

401(K)

Pension Benefit Choices (book/fold-out form), number GP 17442-24. Complete pages 1-10 are for the employees to retain. Pages 11-13 are to be signed and submitted for processing. Manager of HR should sign and date this form under Employer or Plan Sponsor signature. This form takes care of the requirements for 20% tax purposes. The employee should be aware that if they have not reached age 55 when they terminate, they are also subject to a 10% IRS penalty tax for early withdrawal of contributions.

This completed form needs to be sent to the ABC at ABC.

Medical

0
A letter needs to be sent to ABC of ABC, with a copy to ABC at ABC. Included with the letter should be a completed form, indicating that the employee has terminated, and the effective date for end of coverage.

Life 


When the bill is received from ABC for the Medical Life Premiums, we should cross through the employee’s name and indicate their termination date on the right hand side of the bill. There is no other form required for this at this time.

Pension 


The yellow form entitled Record of Termination of Employment/Request for Refund (c) needs to be completed, signed and dated by the employee, regarding question number 8, anyone who has been employed for less than five years by CIPCO is not vested for employer benefit. If vested in the Plan, the Mgr. of HR must complete # 10, 11, 12 and sign/date at #16. Under section 18, if a lump sum payment is requested, the Manager of HR should sign and date the form.

Election to Withdraw Accumulated Contributions must be completed if a terminating participant in the pension plan has accrued benefits in excess of 3,500. The spouse is required to sign this form also, and all signatures must be notarized.

Iowa income tax Withholding Election for Recipients of Periodic and Non-periodic Payments must be completed to withhold the 5% state tax, should the payment be issued in lump-sum, rather than being rolled over into another IRA.

Note: Review the 20% withholding information, and share the various options with the terminating employee, for their review and choice. These completed forms need to be sent to ABC at ABC. ABC is the contract-holder’s” authorized rep. There is also a 5% state tax penalty which applies to these payments.

NRECA


When terminating employment, the NRECA Notice of Termination, Retirement, Or Transfer needs to be completed for both the 24-hour accident and business travel insurance coverages provided. If unable to obtain employee’s signature, this form can be signed by the manager of HR and witnessed by the director of Corporate Operations.

This completed form needs to be sent to NRECA.

Balance due CIPCO for any unpaid debts,

e.g. identity merchandise, personal long 

distance telephone calls, outstanding travel

advance reimbursement.










Remaining vacation to pay




Total
 




Participant in Flex?





Yes
 



   







No
 
 




                      
                 If yes what is the balance of the account?

 



Final earnings/contributions to Pension Plan?







Final Employee data Change Notice Done?

Date Complete?










Note: terminating employee needs to return the following items: key to building; union Contract (if Issued), employee handbook, Safety Manual, Credit cards (if applicable).

