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	Employee Termination Check List


	Employee Name:
	
	Position:
	

	Date of Hire:
	
	Term Date:
	


Topics to discuss:
____ Payroll

Wages through last day of employment:


$


Total of final paycheck:




$


____ EDD Pamphlet For Your Benefit/Workers’ Compensation Notice/SDI/Paid Family Leave Notice

____ Change of Status Notice

Return of Company Property:
____ Laptop
____ Cell Phone
____ Projector
____ Credit cards

____ Books and other printed material - PHR SPHR Exam Prep Books
____ Other items, list: 












Forwarding address:

	Street Address
	City
	State
	Zip


	Phone:
	
	Email:
	


I do not have any knowledge of any activities such as harassment, Workers’ Compensation injuries or any other illegal or unlawful activities happening at (insert Company name).  I acknowledge receipt of the above.
	Terminating Employee Signature


	Date Signed

	Print Name


	

	Direct Supervisor Signature & Title
	Date Signed


HR Coach LLC DBA Train Me Today • 5151 California Avenue, Suite 100, Irvine, CA  92617 • 714.269.9925
PAGE  
3

[image: image1.png]