Separated Employee Checklist

Department of Human Resources (DOHR) — Records Management Division & Office of Strategic Support
Organize separated employee files in the order below and place a check mark beside each item in the
folder. Sign, date, and file this form in the front of the separation file before sending it to DOHR.

NAME

SS#

DEPARTMENT

EMPLOYEE ID#

* | Separation Notice

AGENCY-SPECIFIC DOCUMENTS LISTED BELOW ARE

INCLUDED IN THE FILE.

Letter of Dismissal or Resignation

Leave Balance Record & Payable Time
Detail (leave for separation and C-7’s)

HR /Transactions Documents
Organize all documents in this section in reverse
chronological order by effective date.

Include 201s, DIRs, and JCRs with supporting
documentation for:

Hiring, salary changes, and C7S
Board of Claims leave (excluding medical records)

Accident reports (non-medical)

Special, maternity, military, FMLA, and LWOP leave
(excluding medical records)

Disciplinary actions (e.g., letters of suspension,
written warnings)

Application/Resume (each job held before

Peoplesoft)

Proof of Education/Training Records and

Certificates (GED, diploma,

transcript/training summary)

Military Record (DD-214, disability letter)

Social Security Card / Driver’s License

Employment Policies both State and

Agency (only signature page)

Life Insurance Beneficiary Forms

Beneficiary Forms (of any kind)

Retirement Forms (enroliment)

Old Cardex File Cards

ePAF documents are optional in the

separation file and may be included at the

agency’s discretion.

NOTE:

Send only one copy of each document.

Do not include:

Duplicates

Liens, I-9s, performance docs, garnishments

Child support orders (unless wage-related)

Health-related child support orders will be returned.

Remove agency-specific separation checklists

QUESTIONS: 615-741-5595

W-4 Form / Payroll

Health Insurance Card or Form (Pre-Edison)

Dependent Listing Card or Insurance Form

FILE CHECKED BY

DATE

DOHR USE ONLY: AUDITED BY:

DATE
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