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	Process date:
	 

	
	
	

	Step
	Procedure (Note individual circumstances may vary)
	

	
	
	

	                   
	Name :
	

	Step 1
	Take the opportunity to ensure employee details are complete, birth date, address details, superannuation details, start date etc. 
	

	Step 2
	Process current period paycheque for employee (annual and personal leave is still accrued of this paycheque)
	 

	Step 3
	Calculate total unused annual leave entitlement.
	 

	Step 4
	Calculate total unused long service leave entitlement if applicable.
	 

	Step 5
	Calculate total payment in lieu of notice if applicable.
	 

	Step 6
	Create unused annual leave entitlement, unused long service leave entitlement and payment in lieu of notice categories if applicable. 
	 

	Step 7
	Establish whether superannuation will be paid on the payments.
	 

	Step 8
	Process paycheque for employee to account for entitlements.


	 

	Step 9
	Enter y at the start of the employee’s surname, and make the card inactive. 
	 

	Step 10
	Make card active. Process payment summary for employee. 
	

	Step 10
	Enter z at the start of the employee’s surname, and make the card inactive.
	 

	
	
	


Completed by: 

Signed:


ANISE CONSULTING 
M: 0418 153 021

E: info@aniseconsulting.com 
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