Management Separation Checklist

Retrieve the following items




COMMENTS
· Cellular Phone***




_____________________________
· Pager***





_____________________________
· Laptop/Computer***




_____________________________
· Printer***





_____________________________
· Fax Machine***




_____________________________
· Keys to all sites*




_____________________________
· Petty Cash/Other Funds (Reconcile immediately)*
_____________________________
· Gas/Corporate Credit/Department Store Cards*
_____________________________
· Hard copy back up of computer files (PC & Server)* _____________________________
Review the following

· Subordinate personnel records to ensure onsite/secure* ___________________________
· Consumer records to ensure on site and secure*
_____________________________
Cancel the following:

· Health Care Coverage**



_____________________________

· Dental/Vision**




_____________________________
· Life Insurance**




_____________________________
· Contact Infinisource for COBRA notification***
_____________________________
· Email Access**




_____________________________
· TC Access*





_____________________________
· Website Access*




_____________________________
· Banking Access*




_____________________________
· All Credit/Gas Cards*




_____________________________
· Alarm/Security Code Access*


_____________________________
Change the following:

· Desktop/Laptop Password***


_____________________________
· Door Locks*





_____________________________
· Vehicle Locks/ Keys to Parking Lot Padlock*
_____________________________
Process the following:

· Final Timesheet**




_____________________________
· Payroll Change Notice, note cancel direct deposit**_____________________________
Notify the following:

· Vice President/CEO*



· Case Managers/Funding Source*
· Safeguard Accounting*
· Banking Institution, remove as signer on all accounts*
· Investment/TDA Agency *

Processing Time


* complete immediately upon notice of discharge/voluntary resignation 


**complete within the two/four week notice process, if voluntary resignation


***complete upon last day of employment











Additional individuals contacted:
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