(Company Name) Separation Checklist

Human Resources Department Responsibilities

 FORMCHECKBOX 

All employee e-mail notification—see below
Human Resources Checklist

 FORMCHECKBOX 
 
Prepare Payroll Change Notice

 FORMCHECKBOX 
 
Prepare COBRA letter
 FORMCHECKBOX 
 
Schedule exit interview

 FORMCHECKBOX 
 
Provide 401(k) Withdrawal Form
 FORMCHECKBOX 
 
Address changes verified

 FORMCHECKBOX 
 
Exit interview questionnaire
 FORMCHECKBOX 
 
Departure is communicated to staff
 FORMCHECKBOX 
 
Eligible for rehire? Yes FORMCHECKBOX 
 No  FORMCHECKBOX 

 FORMCHECKBOX 
 
Terminate status in the HRIS system

 FORMCHECKBOX 
 
Provide COBRA letter and explain
             - 60 days to elect coverage
             - 45 days to send premium 

             - premium due 1st of the month
 FORMCHECKBOX 
 
Nondisclosure Agreement—provide copy
            - Explain noncompete
            - Retrieve any confidential information
 FORMCHECKBOX 
 
Last paycheck (please check one)
     

 FORMCHECKBOX 
 Provided at exit interview OR
     

 FORMCHECKBOX 
 Mailed after termination date

 FORMCHECKBOX 
 
Stop coverage with Highmark, Guardian, & Fortis
 FORMCHECKBOX 
 
If former employee submits a request for COBRA coverage, reenroll using
     
Guardian enrollment forms. (Refer to COBRA process document.)

 FORMCHECKBOX 

Notify hr@hcadvisors.net
All Employee Announcement E-mail

Dear fellow employees,

Please be aware that       has left (Company Name), effective      .  We wish him/her well in his/her new endeavors.

Henceforth his responsibilities are being assumed by      .  Any communications or questions should be directed to      .

Thank you for your attention to this matter.

(Manager’s Name)

1) Notify the following:
1. itsupport@ hcadvisors.net 
2.   hr@hcadvisors.net 
3.   bss@hcadvisors.net
4.    accounting@ hcadvisors.net 
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(Company Name) Separation Checklist

Accounting/Finance Department Responsibilities

Accounting/Finance Checklist

 FORMCHECKBOX 
 
Final paycheck is being prepared
 FORMCHECKBOX 
 
Check for final balances on corporate credit card and cancel card
 FORMCHECKBOX 
 
Final expense reports submitted
 FORMCHECKBOX 
 
Final expense reports paid

 FORMCHECKBOX 
 
Collect phone card if employee has one
 FORMCHECKBOX 
 
Collect corporate credit card and verify that balance is $0
 FORMCHECKBOX 
 
Check for any additional amounts owed for commissions, expense reports, etc.

 FORMCHECKBOX 
 
Mail final pay stub to former employee if necessary

 FORMCHECKBOX 

Notify accounting@hcadvisors.net  


(Company Name) Separation Checklist

IT Support and Office Department Responsibilities

IT Support

 FORMCHECKBOX 
 
Close employee's network access effective employee's last day

 FORMCHECKBOX 
 
Collect or verify computer system(s) or equipment
 FORMCHECKBOX 

Collect computer/printer or have received by mail

 FORMCHECKBOX 

Netsuite (netsuite@hcadvisors.net). Remove access to all roles other than Pw Employee Center. It may be appropriate to continue the Pw Employee Center role temporarily to allow access to enter final expense reports, billable time, etc.

 FORMCHECKBOX 

World Wide Weed

 FORMCHECKBOX 

Wiki Weed

 FORMCHECKBOX 

Webex (if applicable—only some have access)

 FORMCHECKBOX 

Iron Mountain Backup
 FORMCHECKBOX 
 
E-mail (e-mail should then be forwarded to the employee’s supervisor or manager)

Office Coordinator

 FORMCHECKBOX 
 
Cancel voicemail account effective employee's last day
 FORMCHECKBOX 
 
Collect security card

 FORMCHECKBOX 

Collect keys to office
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