[Restaurant name]
Separation Letter and Checklist
Part 1: Separation letter
Date: ________________________________________
Employee name: ________________________________________
Position: ________________________________________
This letter confirms that your employment with [Restaurant name] ends on [last day worked].
Your final pay is enclosed. It includes your wages through your last day, [__] hours of earned and unused vacation, and tips or service charges owed to you through your last shift.
Enclosed with this letter is the Department of Unemployment Assistance pamphlet "How to Apply for Unemployment Insurance Benefits", with our employer details written on it.
Please return the following by [date]: [keys, uniform items owned by the restaurant, other property]. Information about any benefits you hold will follow from the plan provider.
If you have questions about your final pay or records, contact [name, phone or email].
For the restaurant: ____________________________   Date: ______________
Part 2: Separation checklist (for the manager)
Employee: ________________________________________
Last day worked: ________________________________________
Reason: quit / let go / laid off / end of season: ________________________________________
Completed by: ________________________________________
☐  Decision reviewed by owner or second manager
☐  Recent write-ups and reviews in the file read before the decision
☐  Final hours confirmed from the time clock, edits documented
☐  Earned, unused vacation hours calculated
☐  Tips and service charges owed through the last shift calculated
☐  Final pay requested from payroll and ready on the due date
☐  Unemployment pamphlet prepared with employer FEIN and mailing address
☐  Letter and final pay given to employee (date and how)
☐  Keys, cards and restaurant property returned
☐  POS, scheduling app, alarm and door codes removed
☐  Removed from the tip pool sheet and the schedule
☐  Benefits provider notified, if any
☐  Separation sent to payroll with the last day and reason
☐  Copies placed in the personnel file
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
