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Termination Checklist
Note: This form was designed to be customized. The content may be changed according to needs. 

Request return of the following:

	· Tools and equipment
	(

	· Fax machines
	(

	· Photocopiers
	(

	· Telephone answering machines
	(

	· Dictation/Transcription machines
	(

	· Computers
	(

	· Personal protective equipment
	(

	· Credit, Telephone, Identification Cards
	(

	· Building entrance keys
	(

	· Desk/filing cabinet keys
	(


Make arrangements for the return of:

	· Company vehicles
	(

	· Sample products in employee's possession
	(

	· Customer lists, files, invoices, and manuals in
employee's possession
	(

	· Cash advances
	(


Determine the following:

	· Outstanding expenses, if applicable
	(

	· Outstanding vacation, if applicable
	(

	· Other payment(s) owed to the employee
	(

	· Impact of termination on benefits
	(

	· Record of employment (ROE)
	(

	· Final pay
	(


Advise the following persons of termination:

	· Switchboard/Reception
	(

	· Answering Service, if applicable
	(

	· Insurance Plan Provider, if applicable
	(

	· Computer security
	(

	· Customers, if applicable
	(


· Obtain a forwarding address and telephone number for the individual.
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