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When an employee is terminating, for whatever reason, it is imperative you communicate this to the Payroll Department AS SOON AS YOU ARE MADE AWARE.  This allows for time to gather all additions/deductions that will need to be included on their final pay check.  The following are the items needed in order to process the termination of the employee.


1. Completely fill out a Payroll Information Sheet and forward to the Payroll Department as soon as you are made aware of the change.

2. Work Related Injury Statement (for exiting employees) - (found on the Managers’ site under “Disciplinary / Termination Information”) must be signed and dated by employee the last day they work before leaving for the day.

3. Report any free gas the employee has received since the prior month’s closing date.  They will PAY for any delivery that is received during the last two weeks of employment
-OR- for any delivery after the date of notification.  All gas should be billed to them directly once notice is received.

4. Any special instructions needed in order to process the employee out.  This could include severance, deductions for non-returned company property, etc.
