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UAPB Employee Termination Checklist 
 

 

 

 

 

 

 

 

 

 
 

Instructions: Please put your initials and the date next to the action that has been taken. Supervisor should complete form 

and notify other areas as appropriate to ensure that all parts of the checklist are completed. Return form to HR when complete. 

 

 Voluntary Termination  Involuntary Termination (Steps to follow) 

   Obtain resignation in writing from Employee   a) Corrective action followed (if applicable) 

   b) Explanation provided to employee 

 Other (Death, Military)Reason     c) Human Resources reviewed information 

   Received supporting documentation   d) Letter of termination including reasons 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


