Effective Date: __________


RESIGNATION CHECKLIST

Sent to Employee:

_______  Employee Resignation Procedure instructions 



With Green form,   Key form, Retrieval of Property

Received from Employee & Faxed to Mimi Komos:

_______   Resignation Letter

_______   Green Form 

Internal Notifications:

_______    Copy of green Resignation Form to David Marmion

_______   Wanda add to database

_______    Wanda notification of resignation email to staff



___  Copy to employee file

Received from Employee on Last Day:

_______   Key Form

_______   Retrieval of Property form

Effective Date: __________


RESIGNATION CHECKLIST

Sent to Employee:

_______  Employee Resignation Procedure instructions 



With Green form,   Key form, Retrieval of Property

Received from Employee & Faxed to Mimi Komos:

_______   Resignation Letter

_______   Green Form 

Internal Notifications:

_______    Copy of green Resignation Form to David Marmion

_______   Wanda add to database

_______    Wanda notification of resignation email to staff



___  Copy to employee file

Received from Employee on Last Day:

_______   Key Form

_______   Retrieval of Property form

Effective Date: __________


RESIGNATION CHECKLIST

Sent to Employee:

_______  Employee Resignation Procedure instructions 



With Green form,   Key form, Retrieval of Property

Received from Employee & Faxed to Mimi Komos:

_______   Resignation Letter

_______   Green Form 

Internal Notifications:

_______    Copy of green Resignation Form to David Marmion

_______   Wanda add to database

_______    Wanda notification of resignation email to staff



___  Copy to employee file

Received from Employee on Last Day:

_______   Key Form

_______   Retrieval of Property form
Effective Date: __________


RESIGNATION CHECKLIST

Sent to Employee:

_______  Employee Resignation Procedure instructions 



With Green form,   Key form, Retrieval of Property

Received from Employee & Faxed to Mimi Komos:

_______   Resignation Letter

_______   Green Form 

Internal Notifications:

_______    Copy of green Resignation Form to David Marmion

_______   Wanda add to database

_______    Wanda notification of resignation email to staff



___  Copy to employee file

Received from Employee on Last Day:

_______   Key Form

_______   Retrieval of Property form

