

Employee Termination Checklist

Note: The timing for some of the following actions will depend on whether the employee's last day of employment is the same as the day of the termination meeting or at a later date. Either way, these items should be pre-planned in case the employee chooses to leave immediately. 

Items to be collected from the employee: 
· Laptop/Computer/Cell Phone
· Keys/Fob
· Corporate credit card(s) 

· Company and/or client files/resources kept on or off-site 

Liaise with other Departments:
· Documentation Required: 

· Letter of Notice of Dismissal/Termination 

· Written severance/benefits details or options 

· Severance pay formula: lump sum or pay continuation 

· Final cheques: amount of current pay due and unused vacation pay accrued 

· Record of Employment form 
· Reference Letter/letter confirming dates & details of employment 

· Clarify availability of career transition/outplacement support
· Arrange HR presence at termination meeting
· Verify availability of Taxi Vouchers or other transportation options (verify alternatives, especially if employee is part of a carpool) 
· Plan and arrange for work coverage as of termination date
· I.T./Systems:
· Door entry key code to be deleted 

· Passwords to be changed, disconnection of computer network access (if 
required) 

· Forwarding telecommunications (phone/voicemail/email) 

Communication plan for internal & external contacts: 

(For day of Termination Meeting or last day of employment) 

· Memo with instructions for reception - how to direct calls and how to respond to inquiries 
· Adjust voice mail (or forward calls as appropriate) 
· When and how to advise clients/suppliers/contacts 
· Prepare notification literature for clients/suppliers to introduce new corporate 
contact
· How to announce termination to co-workers, department staff, entire company 
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