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Exit Checklist

This checklist assists departments, employees and Human Resources complete the separation process.  The employee and department portions should be completed prior to the employee’s last day of work.

Employee name:
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     




  FORMCHECKBOX 
 Check if Multiple Positions 
Department:
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     





Employee’s last working day:

     

 FORMTEXT 
     

 FORMTEXT 
     





Employee Responsibility
Department Responsibility
 FORMCHECKBOX 

Submit resignation
 FORMCHECKBOX 

Collect Building Keys/Access Card

 FORMCHECKBOX 

Contact State PERS 465-4460, particularly if retiring
 FORMCHECKBOX 

Collect Credit Card/Purchasing Card
 FORMCHECKBOX 

Give forwarding address information (for W-2) to Dept. contact
 FORMCHECKBOX 

Email MIS to remove access to computer
 FORMCHECKBOX 

Cancel parking pass/and or bus pass
 FORMCHECKBOX 

Audit final time-card.  Note: Final timesheet 
 FORMCHECKBOX 

Clean out desk/locker

should not be forwarded to Payroll until keys,
 FORMCHECKBOX 

Submit any outstanding Medical Reimbursement and/or

equipment and other items have been collected

Dependent Care Reimbursement Forms to Cache Pension
 FORMCHECKBOX 

Collect cell phone, pager, and/or radio

Services
 FORMCHECKBOX 

Collect uniforms and/or tools
Check the box for benefit items that currently apply to you:
 FORMCHECKBOX 

Collect laptop
 FORMCHECKBOX 

I am transferring to another PERS organization
 FORMCHECKBOX 

Notify Payroll of outstanding travel/training
 FORMCHECKBOX 

I am retiring


or relocation reimbursements due 

 FORMCHECKBOX 

I have health insurance through CBJ employment
 FORMCHECKBOX 

Collect vehicle keys & fuel key fob if applicable
 FORMCHECKBOX 

I have supplemental life insurance through CBJ
 FORMCHECKBOX 

Email Fleet Admin Ass’t to remove access to fuel system
 FORMCHECKBOX 

I contribute to CBJ’s 457 Savings Plan
 FORMCHECKBOX 

Seasonal Leave form completed (if applicable)



 FORMCHECKBOX 

Notify employee of Exit Interview opportunity



 FORMCHECKBOX 

Complete Exit Performance Evaluation
Employee Signature



 Date:




Supervisor/Dept Director Signature



 Date:




Once this form is completed and signed by both the employer and by the department representative,

please send this form, along with final time card and separating Personnel Action form to Human Resources.

Payroll Responsibility
Human Resources/Risk Management Responsibility
 FORMCHECKBOX 

Advise of options for 457 Savings Plan
 FORMCHECKBOX 

COBRA notification letter sent
 FORMCHECKBOX 

Notify Cache Pension of discontinued contributions 
 FORMCHECKBOX 

Check Applicant Screen/Rehire Eligibility
 FORMCHECKBOX 

Notify of PERS portability options (Tier IV only)                                    FORMCHECKBOX 
     PA26 (enter exit evaluation if available)
Payroll Signature



 Date:



Risk Management Signature



 Date:



Human Resources Signature



 Date:
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