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Termination Checklist
	UNIT/MANAGER RESPONSIBILITIES


	YES
	NO
	N/A


	INITIAL
	DATE

	Health benefits will end on last day of last month of employment


	
	
	
	
	

	COBRA information will automatically be sent to employee’s home once termed in system


	
	
	
	
	

	Deferred Compensation Plan and 401(k) rollover information will automatically be sent to employee’s home


	
	
	
	
	

	Accrued vacation pay will be paid out per Sodexo Live! policy and in accordance with state requirements


	
	
	
	
	

	Final check will be deposited on next regular payday (unless other state requirements apply)


	
	
	
	
	

	Final expense report will be processed within 7 business days of provision of final receipts


	
	
	
	
	

	Advise of severance agreement, if applicable


	
	
	
	
	

	Advise of non-compete agreement, if applicable


	
	
	
	
	

	Advise of relocation claw-back, if applicable


	
	
	
	
	

	Retrieve company issued keys, if applicable


	
	
	
	
	

	Retrieve company issued security badge


	
	
	
	
	

	Retrieve company issued cell phone and laptop, if applicable


	
	
	
	
	

	Retrieve company issued credit card, if applicable


	
	
	
	
	

	Notify Corporate IT ASAP to disable employee’s network access 


	
	
	
	
	

	Notify Corporate IT ASAP of email forwarding


	
	
	
	
	

	Verify and approve final work time/hours


	
	
	
	
	

	If salaried, email Corporate Payroll Director to suspend auto-pay


	
	
	
	
	

	Review and submit final expense report for payment


	
	
	
	
	

	Complete employee Termination Form and Termination Profile and send to Corporate HR Director or manager with this checklist included

	
	
	
	
	

	Move employee’s I-9 and items in shadow file to term file


	
	
	
	
	

	HR/PAYROLL RESPONSIBILITIES 

	YES
	NO
	N/A
	INITIAL
	DATE

	Confirm receipt of Termination Form and Termination Profile (HR/Payroll)
	
	
	
	
	

	Verify return of phone and laptop (HR)
	
	
	
	
	

	Verify return of keys and security badge (HR)
	
	
	
	
	

	Cancel company issued credit card (HR) & verify no open balances
	
	
	
	
	

	Verify network access disabled and email transferred (HR)
	
	
	
	
	

	Verify severance, non-compete and relocation (HR)
	
	
	
	
	

	Submit profile to HR
	
	
	
	
	

	Verify auto-pay disabled (Payroll)
	
	
	
	
	

	Cancel deferred comp and 401(k) participation (Payroll)
	
	
	
	
	

	Verify final pay and vacation accrual (Payroll)
	
	
	
	
	

	Return completed checklist to HR
	
	
	
	
	


Please submit with profile and termination form.   

    HR ________________

GM________________





    Payroll _____________
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