
Employee Termination Checklist
Employee Name: 
___________________________________ 

Data:
_______________
Supervisor:

___________________________________ 


Company Property Returned:

· Company vehicle

· Vehicle insurance card

· Company vehicle keys

· Building keys

· Server room keys
· Desk keys

· Filing cabinet keys

· Safe Deposit Box keys

· Employee handbook

· Company Credit Cards

· Company Files

· Customer Lists

· Vendor Lists

· Employee ID card

· Unused business cards

· Office supplies

· Books / manuals

· Tools

Company Actions:

· Change office locks

· Change storage unit locks

· Change alarm code

· Request Expense report

· Calculate vacation pay
· Prepare final paycheck

· 401(k)/Pension forms completed

· Update vendors if employee had purchasing authority

· Change voicemail PIN

· Change voicemail greeting

· Update employee directory

· Change cell phone PIN

· Change cell phone greeting

I.T. Property Returned:

· Desktop computer

· Laptop computer

· Laptop charger (desk)

· Laptop charger (car)

· Laptop carrying case

· External hard drives

· USB flash drives

· Backup Tapes

· Cell phone / Blackberry

· Cell phone charger (desk)

· Cell phone charger (car)

· Bluetooth headset & charger

· PDA (Palm Pilot), case, charger
· Docking station

· Printer

· Projector

· Firewall / router / wireless

· External monitor(s)

· Speakers

· Software / CDs

· Blank CDs/DVDs

· GPS & charger

I.T. Security Changes:

· Change employee POP3 password

· Change employee Domain Password

· Change Administrator Domain password (if employee had administrator access)

· Disable E-mail forwarding

· Remove RWW access for employee
· Change password for spam filter

