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TERMINATING EMPLOYEE CHECKLIST

I.
PURPOSE:

To ensure that Department property is returned and appropriate notification is made when an employee terminates employment.

II.
SCOPE:

Department wide

III.
POLICY:

A. Supervisor needs to:

1. Send copy of resignation letter and acceptance letter to the Office of 
Human Resources (OHR), per Administrative Policy 13.1. 
2. Notify the Division Fiscal Unit.
3. Discuss with employee the transfer of electronic files.
4. Submit Automated Security Access Processing (ASAP) request to Information Technology Services Division (ITSD) indicating the effective date to delete the user and if the employee’s H:/drive and/or e-mail account should be deleted or transferred to another user.

5. Complete final expense reimbursement form.
6. Ensure that all time worked and/or leave taken is accurately reported on the electronic timesheet.
B.  On or before the last day on active duty, the supervisor needs to ensure that the   following items are collected from the employee or changed:

      1.   Collect:
a) ID badge and send to DHSS Bureau of General Services;
b) Building access key card and send to the building access administrator (For employees in the Knipp building and Wildwood Complex, this would be DHSS Bureau of General Services.  For employees located in other buildings, cards should be returned to the local security badge provider);

c) Telephone calling cards and send to DHSS Bureau of General Services;
d) Business credit card and shred;
e) Business cards and shred;
f) P-Cards, fuel cards, and air cards and send to Division fiscal liaison;
g) Keys (building, state vehicle, file cabinets, desk, etc.); 
h) All electronic equipment such as cell phones, blackberries, pagers, cameras, laptops, tablets, calculators, GPS devices, etc.; and
i) Voice mail passcode.

2.  Change:
a) Numerical keypad door locks, if applicable.

       C.   If the employee is a telecommuter, additional departmental resources
             may need to be collected or closed out, which may include:
   1.   State office equipment, computers, and furniture (Contact Bureau 

  of General Services for assistance in returning such property).
   2.   Cancel phone and/or internet line(s) to the domicile, if applicable.
 D. Remind the employee to keep OHR and benefit providers (MOSERS,                                                            MCHCP, Deferred Compensation, etc.), informed of future address changes for the purpose of benefit notifications and tax information (i.e. W-2).

                  E.   The employee may contact OHR for information regarding benefit    


              coverage and final deductions.
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