INVOLUNTARY TERMINATION CHECKLIST

	ACTIVITY

	WHO
	COMPLETED

	Develop plan

· date and time
· location 
· employee exit strategy
· participants
· message
· contingency plans

	
	

	Calculate any final payments

· notice
· severance
· vacation
· overtime
· bonus
· commission

	
	

	Prepare termination agreement


	
	

	Arrange to remove from payroll as appropriate

· arrange for Record of Employment (ROE) and provide copy to employee

	
	

	Arrange to terminate from group benefits as appropriate
· ensure that benefits are maintained during statutory notice period
· arrange with carrier(s) to extend benefits beyond notice period as appropriate

	
	

	Arrange to collect company property
· laptop
· cell phone 
· pass card(s)
· keys

	
	

	Arrange to remove access 
· network 
· email 
· facility security codes

	
	

	Notify appropriate individuals
· staff
· clients
· vendors

	
	

	Remove from company lists

· telephone
· distribution

	
	


