	
	



MEMORANDUM


	Date:
	March 6, 2008

	
	

	To:
	

	
	 

	cc:
	

	
	

	From:
	Jean C. Bouslog

	
	

	Subject:
	Separation Checklist - _Name_____________ (New York office) Separation Date:  ___________


________________’s last day with the firm is ______________.  The attached checklist is meant to assist us in providing an easy reference to see that all departure matters are handled.

Thank you for your assistance. 

Name:
  __________________


Departure Date:  _________________

INCOME PARTNER SEPARATION CHECKLIST

	FINANCIAL
	

	
	

	( Final Paycheck
	

	
	

	( Vacation pay
	

	
	

	( Final Figures
	

	
	

	( Final Accounting Form Preparation
	

	
	

	( Employees Savings Plan
	

	
	

	( Expenses/Reimbursements
	Accounting Dept.

	
	

	( Outstanding Advances
	Accounting Dept.

	
	

	( American Express Card
	Accounting Dept.

	
	

	INSURANCE
	

	
	

	( Provide conversion information on all            policies
	

	
	

	( Remove from insurance reports
	

	
	

	FILE DISPOSITION
	

	
	

	( Reassign billing/handling attorney 
	

	
	

	( File Opening/Billing/Docket Depts.

(Dept. sends info. to transition partner)
	

	
	

	( Reassign active files (list required showing all active files and reassignments – send copy of list to File Opening Dept.)
	

	
	

	( Identify files being taken by associate having obtained client authorization
	

	
	

	( Disposition of closed physical files
	

	
	

	ELECTRONIC FILE DISPOSITION
	

	
	

	( iManage Private files assigned to reporting partner (or his/her designee)
	


	
	

	( Network-stored files (F:) imported to iManage
	I.S. Dept.

	
	

	( Outlook e-mails vaulted and access assigned to reporting partner (or his/her designee)
	I.S. Dept.

	
	

	MISCELLANEOUS
	

	
	

	( Advise Facilities Dept.
	

	
	

	( Advise I.S. Dept.
	

	
	

	( Advise Marketing Dept.
	

	
	

	( Add to Alumni List
	Marketing

	
	

	( It is firm practice to terminate e-mail
access.  If you require an alternative arrangement, please contact Kevin Wixted.
	

	
	

	( It is firm practice to route the phone extension to the receptionist and delete voice mail. If you require an alternative arrangement, please contact Kevin Wixted.
	

	
	

	( Remove from Law Lists and website
	Marketing

	
	

	( Update lawyer capability inventory for status change
	Marketing

	
	

	( Update resume and standard credentials document(s) for status change
	Marketing

	
	

	( Delete or reassign mailing list from LegalEase database
	Marketing

	
	

	( Alumni departure form
	

	
	

	( Return Library books
	Library

	
	

	( Cancel Lexis/Westlaw ID’s
	Library

	
	

	( Remove from routing lists
	Library

	
	

	( Return Firm Property (bldg.  pass, key, laptop, Blackberry, dictation equipment)
	
Office Administrator/IT Dept.

	
	

	( Note current address/phone no.
	









