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SEPARATION CHECKLIST
This checklist should be completed for all employees separating employment by their manager or Human Resources on or before the employee’s last day of work. The completed form should be submitted to the Human Resources Department at iao.hr.ssc@intertek for placement in the employment file.
[bookmark: a0a1e2z2m3]
EMPLOYEE DETAILS
· [bookmark: Text1]Employee’s name:      
· [bookmark: Text2]Separation date:      
· Termination reason - Voluntary or Involuntary:      
OFF-BOARDING DISCUSSIONS
· Exit interview conducted – Voluntary resignations (date):      
· [bookmark: Text16]Personalized Separation Letter provided (date):      
· Benefits end date and COBRA discussion
· Final paycheck date
· Confidentiality Agreement discussion
· Remind employee to repay any outstanding 401(k) loans
· Outstanding travel & business expenses submitted
· [bookmark: Text4]Separation documents given to employee (date):      
· [bookmark: Text23]Intertek network single sign-on password:      
· [bookmark: Text19]Voicemail password (Office Phone):      
· [bookmark: a0a1e3a6p9]Cell phone passcode:      
· Factory reset device
· Social media passwords (for administrator access only):      
INTERTEK HR SEPARATION TASKS
· Deductions from final pay and/or money to be paid back to the company:
· Relocation expenses:       
· Tuition reimbursement:       
· Green card/Visa fees:       
· [bookmark: Text41]Overused vacation or PTO:      
· [bookmark: Text5]Online Termination Form completed (date):      
· Company property recovered: 
· If required, provide prepaid shipping label for return of items
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	Tools/Materials/Books
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[bookmark: Text21]HR Signature:      
Date:      
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