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Termination Toolkit 
 
This Toolkit contains information, forms, factsheets and resources to assist you with issues associated with Terminating an 
employee. 

 
Regulations & Policies 

• Severance Policy – Sample 
• Termination Policy – Sample 

 
Exit Interview 

• Acknowledgement of Corporate Compliance 
• Procedures 
• Exit Interview Sample Forms 
• Workers’ Compensation Statement 

 
Job Abandonment 

• Job Abandonment – Sample Letter 
• Handling Job Abandonment 

 
Resignation 

• Acceptance Letter – Sample 
• Curves in the Road 
• Get it in Writing 
• Prompted Resignation 

 
Severance Agreements 

• Severance Benefits 
• Understanding Waivers of Discrimination Claims in Employee Severance Agreements 

 
Termination 

• Documentation Checklist 
• Sample Termination Letter 
• Supervisor’s Checklist 
• Ten Tips for Termination 
• Termination Verification 

 
Unemployment 

• Challenging an Unemployment Claim 
• Unemployment Strategies 
• Winning an Unemployment Hearing 

 
Additional Guidance & Resources 

• Allow Terminated Employees to Maintain Their Dignity 
• Managing the Separation Meeting 
• Tele-Terminating – Terminating Employees Who are Remote or Abroad 
• What Legal Issues Must be Considered in Terminations 
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