Exit Interview Checklist
	Name:
	     


	Employment Date:
	     


	Department:
	     


	Manager:
	     


	Termination Date:
	     
	Reason:
	     


	Last Day Worked:
	     


	Exit interview scheduled at:
	     
	at
	     


	Forwarding Address:
	     


	Telephone:
	     


Information to be discussed with the employee prior to departure:


Yes
No
Not Applicable

Medical Benefits/COBRA
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



Life Insurance Conversion
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Vacation Pay Due
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Vacation Balance       as of      



Pension/Retirement
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



Unemployment Compensation
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Severance Pay
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Process for Receiving Final Paycheck
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Paid through      
Continue Deductions for:
403B
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

through      

Health
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

through      

Voluntary Life
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

through      

Flex Account
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

through      

Other      

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

through      
Voice Mail Password
     
Computer Password  
     
Items to be returned by employee:



Returned
Not Applicable

Key(s) building/elevator/office/desk/file cabinets/car
 FORMCHECKBOX 

 FORMCHECKBOX 

Parking Card/Hanger
 FORMCHECKBOX 

 FORMCHECKBOX 

Credit Cards
 FORMCHECKBOX 

 FORMCHECKBOX 

Cell Phone
 FORMCHECKBOX 

 FORMCHECKBOX 

Blackberry
 FORMCHECKBOX 

 FORMCHECKBOX 

Employee Handbook
 FORMCHECKBOX 

 FORMCHECKBOX 

Computer Equipment/Resource Materials
 FORMCHECKBOX 

 FORMCHECKBOX 

Benny Card
 FORMCHECKBOX 

 FORMCHECKBOX 

Other      
 FORMCHECKBOX 



Employee

Date
HR Representative

Date
9/14/11
