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11 September 2017
Departure Check List

Employee: Holii Carmody
	Payment of Wages Owing
	

	Payment of Unused Holiday Pay
	

	Payment of outstanding Superannuation and advise Employees Super fund of termination.
	

	Advise insurer of employee departure
	

	Employee to return keys
	

	Removal of employees personal items
	

	Copy of Confidentiality Agreement provided to Employee
	

	Employee reference if requested
	

	Copy of this document once completed
	

	
	



