TERMINATION CHECKLIST

NAME: 








COMPANY: 








DIVISION: 









POSITION: 









DATE: 









Pension Withdrawal form signed
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Exit Interview Questionnaire completed:
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Pension transfer over to:
___________________

UIF Card
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Service Certificate
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Reference Letter
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Resignation – Date
___________________

Cheques Ready      - Leave

 - Commission
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

Exit Interview Date:
___________________

Petrol Card
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Order Book
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Security Disk/Office Keys
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Staff Debtors
R__________________

Laptop Returned
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Other: _____________________________________________

