
EMPLOYEE SEPARATION CHECKLIST
This checklist has been designed to help offices and supervisors in dealing with the logistics
of an employee leaving SLU.  Complete your section, add whatever needs to be added or revised,
send to HR for filing.  THANK YOU

NOTE:  this form has nothing to do with replacement of an employee.  Employee recruitment begins with 
a Request to Search form [exempt staff] or a Position Requisition Form [hourly staff].
These forms can be downloaded from the HR website.

Supervisor: send letter of resignation/retirement to Human Resources asap.
Date sent:                                           Initials:
Comments:

Employee Name______________________________  Work Location_____________________
DATE OF ANTICIPATED SEPARATION/RETIREMENT____________________

BUSINESS OFFICE - fill in and send to HR
(Check as appropriate)                             Date                             Initial                      Comments:
Emergency loan balance checked
Housing loan balance checked
Travel/Purchasing card balance checked
Travel Advance checked
other

   Business Office Representative's Signature_____________________________   Date_______________________

Supervisor - fill in and send to HR
(Check as appropriate)                             Date                             Initial                      Comments:
Letter of resignation/retirement rec'd
Keys collected
Purchasing/Travel cards collected
ID/FOB card collected
SLU Equipment (laptop, phone, pager, tools) collected
other

    Supervisor's Signature________________________________________         Date__________________________

Please return to H.R. office when complete.



Human Resources
(Check as appropriate)                             Date                             Initial                      Comments:
Letter of Separation/Retirement rec'd
Verify final wages/payout/withholdings
Exit Interview scheduled
Benefits Review
Notice to Business Office
Notice to Bookstore
Notice to IT
Notice to Security
Notice to Fitness Center
Forwarding address rec'd
other

    Human Resources Representative's Signature___________________________   Date_______________________
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