
Separating Employee Checklist 
Instructions: AMPLab administrator initiates this form and completes Sections I - IV on or 
before the last day of employment. The Separating Employee Checklist is retained for lab records. 

EMPLOYEE INFO 

Name: __________________________________________________ (Last, First, MI) 

Effective Date of Separation: ______________________________________ 

Forwarding Address: _____________________________________________ 

______________________________________________________________ 

 

SECTION I 

____ Letter of Resignation received (if appropriate) 

____ Human Resources Notified (if appropriate) 

____ Performance Evaluation Completed (if appropriate) 

 

SECTION II 

____ All Keys Returned 

____ Lab laptop/equipment Returned 

____ User profile removed/modified on the AMP web site 

____ Card key access removed 

____ Network accounts (userid) cancelled 

____ UCB ID Card Returned (if applicable) 

____ Parking Pass Returned 

____ Credit Cards Returned (if applicable) 



SECTION III 

____ Timesheet Completed 

____ Final paycheck mailed 

 

SECTION IV 

____ Exit Interview Done 

____ Benefit Conversion Information provided 

____ Termination of Employment Benefits Checklist 

____ COBRA Information provided

____ Unemployment Insurance Information provided

____ State Disability Brochure provided 

____ Other relevant information communicated (please elaborate):
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For a comprehensive list of UCB/EECS policies, please visit  the following link:http://www.eecs.berkeley.edu/Policies/
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