Termination Checklist 
Employee

Name: ________________________
 Last Work Date: ____________

Employee Checklist

	(
	
	Comments

	(
	Employee meets with HR to review continuation of benefits
	

	(
	Email delegation: Send email to helpdesk to delegate their email access to another employee
	

	(
	Email/electronic access will end after last workday (staff), + 90 days faculty. 
	

	(
	Employee returns keys to Facilities Management
	

	(
	Employee returns EMU ID card to HR
	

	(
	Technology (laptop, etc.) returned to IS
	

	(
	Books returned to library
	

	(
	Take care of any unpaid balances at business office
	

	(
	Employee enters unpaid credit card information into Concur and credit card must be returned to the business office
	

	(
	Salaried employee pay –  prorated as needed
	


POLICY REGARDING PTO AND VACATION 

 In the event of notice of termination, vacation cannot be taken during the last 2 weeks of employment. Vacation will not be paid out in the event of termination. All paid leave balances will then be set to 0. Paid time off will not be paid out upon termination.
