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EMPLOYEE EXIT CHECKLIST []
	
	Termination Notice - Written notice of termination provided to the employee i.e. Termination Letter, Dismissal form

	
	Employee Resignation Letter (if applicable) - Employee's formal resignation letter

	
	Final Payslip - Detailed statement of the employee's final pay, including any outstanding wages, leave pay, severance pay, and other entitlements

	
	UIF Documentation – UI19 Form & Salary Schedule

	
	Certificate of Service - Certificate indicating the period of employment, position held, and any other relevant information.

	
	Settlement Agreement (if applicable) - Signed settlement agreement if the termination was due to a mutual agreement or dispute resolution

	
	Severance Pay Calculation (if applicable) - Document detailing the calculation of severance pay in accordance with Section 41 of the Basic Conditions of Employment Act.

	
	Retirement Fund/Provident Fund Documentation - Documentation for the withdrawal or transfer of retirement fund/provident fund benefits

	
	Medical Aid Termination/Continuation Forms - Forms for terminating or continuing medical aid coverage.

	
	Pension Fund Withdrawal Forms - forms for the withdrawal or transfer of pension funds.

	
	Employee's Tax Certificate (IRP5) - IRP5 form reflecting the employee’s earnings, deductions, and taxes for the financial year up to the termination date.

	
	Return of Company Property - A checklist and acknowledgment of returned company property (e.g., keys, access cards, laptops, uniforms etc.).

	
	Disciplinary Records (if applicable) - Copies of any disciplinary records or warnings issued to the employee.

	
	Exit Interview Form - Completed exit interview form, if applicable
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