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Checklist for End of Employment (EOE)
To be used with employee resignation, termination, or EOE
Employee Name: __________________________________________ Last Day Worked_______________________________

Supervisor Name: _________________________________________________________
Supervisor: Give to Administrative staff when complete        Administrative staff: Place in employee file when complete

	Please check off each task as applicable:  
	Date
	Initials
	Notes

	Administrative Staff- Prior to Employee’s last day:

· Have employee submit final timesheet at least 3 days before last work day and note (on post-it) whether the check should be mailed or picked-up. If mailed, provide address. 
	
	
	

	· Administrative staff to complete termination PAF noting last day of work (i.e. effective date)
	
	
	

	· Submit termination PAF with final timesheet to HR and note how final check will be delivered (picked-up directly from HR, delivered by mail or picked-up at ASBO)
	
	
	

	· Ask Purchasing staff if there are any outstanding advances to be cleared by employee. 

· Ask Purchasing staff if there are any pending reimbursements for the employee. 

· Ask employee if there is a new address for checks to be mailed or if they will pick up at ASBO
	
	
	

	· Have employee sign on federal share docs and any other personnel or tracking docs 
	
	
	

	· Have employee turn in keys (25 Main, Suite 101 or 201 keys, Resource Center, Mangrove office, office doors, file cabinets, etc.) to admin staff (Susan, Kathy, etc) 

· Card access will be ended by HR
	
	
	

	· Administrative staff to make sure all timesheet hours match federal share time logs tracking documentation and make sure the duty statement is current
	
	
	

	Administrative Staff- Can be done after the terminating employee leaves:

· Indicate termination on data base by un-checking the “Current Employee” box 
	
	
	

	· Notify appropriate staff to remove from Expenses Tracking for the next quarter
	
	
	

	· Remove employee name from the following lists:

· Email distribution (Susan VanHorn)

· School and Community Staffing Chart (Amie Riesen)

· CNAP Student Staff Contact (Amie Riesen)

· Update these lists by indicating EOE date next to employee name for future reference:

· Federal Share tracking & CNAP Staff & Interns List (Kathy W.)

· Employee database (Susan VanHorn)
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