8.2.3
Termination checklist

	Employee name: MACROBUTTON NoMacro ( [insert name]
Date of termination: MACROBUTTON NoMacro ( [insert date]


	1. The following items must be collected from the employee prior to his or her last day of service:

 FORMCHECKBOX 
 Uniform/Protective clothing

 FORMCHECKBOX 
 Keys to company premises

 FORMCHECKBOX 
 Company vehicle and keys

 FORMCHECKBOX 
 Vehicle fleet/garage/petrol card

 FORMCHECKBOX 
 Company credit cards

 FORMCHECKBOX 
 Cell phone (including charger, hands-free kit, Bluetooth kit etc.)

 FORMCHECKBOX 
 Laptop (including carrier bag, charger, data storage devices etc.)

 FORMCHECKBOX 
 Company documents, files, client files etc.
 FORMCHECKBOX 
 Other, specify: 


	
MACROBUTTON NoMacro ( [specify other]

	2. Notify the Human Resources or Payroll Department of the employee’s departure 


	3. Final payment prepared including:

  FORMCHECKBOX 
 accrued leave pay 

  FORMCHECKBOX 
 sick pay (if applicable)

  FORMCHECKBOX 
 accrued salary/wages (including notice pay if applicable)

  FORMCHECKBOX 
 pro rata bonus (if applicable) 


	4. Exit interview prepared

	5. Exit interview conducted

	6. Arrangements made for employee’s portion of pension/provident fund payout

	All of the above issues where applicable have been addressed to the satisfaction of:

_____________________________ 
_________________________ 
____________ 

Manager/Company representative
Position/Title
Date














