Employee Termination Checklist
Customizable Template
>

	Employee Information:

	Employee Name: 

	Personal Email Address:

	Mailing Address:

	Department:

	Job Title:

	Location:

	Reports to:

	Termination Date:


	Upon Resignation / Dismissal 

	Type of Termination (pick one):
	

	Voluntary:

Obtain and File Signed Resignation Letter
Schedule Exit Interview (see below)
Notify management, IT, payroll, etc.

Coordinate Internal Announcements (if applicable)
	




	Involuntary:
Determine last pay date, PTO balances, and last paycheck information

Provide Termination Letter (outline benefit options if applicable)
Provide Severance Agreement (if applicable)

Obtain / confirm personal email and mailing addresses
Remind the employee FBA will be mailing a COBRA election packet to their home

Obtain and File Signed Agreement

Notify management, IT, payroll, etc. (confidentially) 
	








	If Voluntary Termination: Exit Interview

	Determine last pay date, PTO balances, and last paycheck information
	

	Provide Termination Letter (outline benefit options if applicable)
	

	Obtain / confirm personal email and mailing addresses
	

	Remind the employee FBA will be mailing a COBRA election packet to their home
	

	Complete Exit Interview Questionnaire
	


	On Last Day of Employment:
	
	

	Send / Post Internal Announcements (if applicable)
	
	

	Disable access (computer, email, phone, directories, websites, portals, etc.)
	
	

	Disable building access, security codes, etc. and collect company property
	
	

	Obtain signature on final timesheet
	
	

	If terminating employee is an HR Admin, notify VBA Benefits Corp.
	
	

	Terminate in Mineral
	
	

	Terminate in HRIS / payroll
	
	

	Terminate in bswift
	
	


	If Death of an Employee:
	

	Notify VBA Benefits Corp.  They will relay COBRA and applicable benefit information.
	

	Share sympathy, EAP information, COBRA information, and any applicable benefit information with the employee’s beneficiaries / dependents.
	

	Complete the Notice of Death Form and return to VBA Benefits Corp.
	

	Have the beneficiary complete the Beneficiary Statement and return to VBA Benefits Corp.
	

	Relay a certified Death Certificate to VBA Benefits Corp.
	

	Review the EAP Training Catalog, complete the EAP Training Request Form, and return both to VBA Benefits Corp.
	


	Post Termination:

	Clean work area and remove any personal belongings (if applicable)
	

	Move I-9 Form to Terminated I-9 File
	

	Move Personnel File to Terminated File
	

	Relay Exit Interview notes to management (if applicable)
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