[image: ]
[image: X:\HR\SagendorfB\City Seal C.jpg]This checklist is to be used as a tool for each employee that is terminating their employment with the City of Idaho Falls and ensures the correct steps in the process. Feel free to contact Human Resources at 612-8248 with any questions.


Employee Separation Checklist
	EMPLOYEE INFORMATION



	[bookmark: Text2]Employee Name:      
	[bookmark: Text4]Separation Date:      

	[bookmark: Text3]Position:      
	[bookmark: Text5]Supervisor Name:      

	TERMINATION TYPE
	PERSONNEL ACTION FORM

	|_| Voluntary Resignation
|_| Involuntary Termination
|_| Retirement

	|_| PAF submitted by Department no later than two weeks prior to separation date?

	EXIT INTERVIEW (Regular Employees Only)

	Scheduled Date of Exit Interview (contact HR at x248 to schedule):       
[bookmark: Check8]|_| Exit Survey Completed?


	PAYROLL AND BENEFITS

	|_| Final Time Sheet Submitted?
	Date:      

	|_| Final Paperwork Submitted? (Regular Employees)
	· PERSI (for retiree)
· Blue Cross Health Insurance (for retiree)
· 401K Choice Plan
· Valic Plan

	CITY PROPERTY

	|_| All City Properties Returned?
	· Keys
· Cell Phone and Accessories
· Tools 
· Equipment
· ID Cards
· Laptops/Software/Access Codes
· E-mail/Telephone: transferred or shut off.
· Other ________________________________________________


	EMPLOYEE FORWARDING INFORMATION

	
Phone: ________________________________________

E-mail: ________________________________________


	Forwarding Address:

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________



Contact Human Resources at x248 with any questions.
Important Contact Information

City of Idaho Falls
Human Resources:  
Brian, April or Kelly  
(208) 612-8248
Email:   ifpersonnel@idahofallsidaho.gov

Payroll:
Pam Nelson
(208) 612-8240
Email:  pnelson@idahofallsidaho.gov

PERSI Retirement - for questions on the Base Plan and Choice 401k
	(800) 451-8228
http://www.persi.idaho.gov/


VALIC – for questions on the 457 retirement plan
Al Richmond
	(208) 569-6057


American Insurance – for questions on Health/Dental/Life Insurance and COBRA
	Travis or AJ Argyle
	(208) 529-3541
	

Meritain Health – for questions on the HRA VEBA
(888) 659-8828
Claims Fax: (763) 582-3470
Email: myclaims@meritain.com
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