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Employee Separation Checklist  

  

Employee Name:      Department:   
 

To Do 
Completed 

(Date) 
Not completed (Reason) 

Letter of Resignation or other 

appropriate paperwork  

    

Exit form      

Checklist for Company Property      

Statement of Service      

Group Certificate      

Reminder regarding the ‘Deed of 

Confidentiality’ where relevant.  

    

   

   

   

   

   

 

  

Managers Name (Print):      Date:   

 

 

Signature:  

  

  

 


