TERMINATED ASSISTANT CHECKLIST FOR:___________________










  (Employee’s Name)

 Request keys and/or change locks

 Change all pass codes, including software and bank

 Change the security system pass code and notify the security company

 Notify all management and agents in the office

 Notify all affiliates

 Notify all vendors

 Notify all clients, if applicable

 Write down or record all additional correspondence with terminated employee

 Change profit sharing, insurance, and retirement accounts to reflect termination

 Notify payroll

 Return all personal property

 Request all corporate owned assets in the possession of the terminated employee

 If not already started, initiate hiring sequence

 Re-evaluate job duty manual

 Identify challenges with the position

 Determine the type of employee for the position

