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Lac La Biche County Library Board

TERMINATION CHECEKLIST

Employee Mame:

RECALL ANDVOR OBTAIN THE FOLLOWING

Tools and eguipment

Cell phones

Computers {laptops)

Credit, telephone, idenfification, security cards

Desk and filing cabinet keys

Customer lists, files, invoices, manuals in employee’s possession
Company vehicles

Dffice keys

DETERMINE AND PROCESS THE FOLLOWING:

Cutstanding expenses, if any
Outstanding vacation, if any
Dther payments owed fo the employee

ENSURE THE FOLLOWING ARE ISSUED:

Record of Employment
Final Pay

ADVISE THE FOLLOWING PEOPLE OF TERMINATION:

Pavyrell

County HE (RE: Benefits)
County IT (Access Cards)
Computer Security Clearance

DETERMINE IF AND HOW THE EMPLOYEES DEPARTURE WILL BE ANMOUNCED [ ]
DETERMINE EMPLOYEE'S FORWARDING ADDRESS AND TELEPHOME HUMBER [ ]

SCHEDULE EXIT INTERVIEW — T 1

Completed by: Maureen Penn Date: September 217
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