Employee Separation


Employee Separation

Date:  __________________

Employee:  ______________________

Employee ID Number:  ______________________

Department:  ____________________

Last Day Worked:  __________________________

Job Title:  _____________________________________________________________________________

Reason for Resignation:  ________________________________________________________________

______________________________________________________________________________________

Forwarding Address:  
___________________________________




___________________________________




___________________________________

Each terminating employee is requested to complete a confidential Exit Interview with a representative of the Personnel Department.  Please schedule this interview with your supervisor and note the date and time below.

_______________________________________

Employee’s Signature

Exit Interview:
Time:  ____________________








___________________________________



Date:  _____________________

Supervisor

To be completed by supervisor:

Separated:
(  Resignation
(  Discharge
(  Other  ___________________________________

Reason for Separation:  _________________________________________________________________

Termination Effective Date:  _______________
Last Day Worked:  __________________________

(If these two dates vary, please explain:  ____________________________________________________ )

Notice Given:
(  Yes

(  No

Date:  ________________ 

Eligible for Rehire:
(  Yes

(  No
(If not, explain fully:  _________________________







_________________________________________ )

Personnel Office Use Only:   PDO:   (  Paid      (  Unpaid
Number of additional hours to be paid ____

Explanation (if additional hours are to be paid):  _______________________________________________

Cancellations:
(  BC/BS
(  L.I.
        (  I.N.A. 
Termination Code:  ((
PDO Accrual:  ((((((
Deduction Code:  ((
((
((
((
((
Authorization

Department Head  ____________________________

Personnel  __________________________________

Payroll  ____________________________________
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