Employee Departure Checklist
Basic 
· If Employee is being terminated – you should have their last paycheck prepared along with any appropriate paperwork from Territory to hand off, note benefits information about how to sign up for COBRA will be sent to them via xenium.
· If employee is resigning, a signed letter of resignation should be collected
· The employee will need to take any personal property they have been storing at work with them
Collect Property
· Computer
· Phone (including password to open phone and to their voicemail)
· Uniform
· Company Credit Card
· Master Key
· Files electronic or paper
IT
· Contact Convergence to disable their Microsoft Office log-in and email, and have emails forwarded to the appropriate account
· Disable any accounts for systems (POS, etc.)
· Take an inventory of any additional log-ins they may have utilized
Communication
· A memo to staff may be appropriate
· Inform any customer, vendor or community partners that may have been in communication with the staff member
· Always be polite and respectful when discussing a former employee to staff or to outside partners and maintain appropriate confidentiality regarding the former employee. If the employee was terminated, it is not appropriate to go into details with other staff members, if the employee is leaving for personal reasons, ask how they’d like others to be informed.
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