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Leaver Form Guidance

It's important that leavers forms are filled out correctly so that the correct information is stored
on our system, payroll are informed correctly, and also from a security perspective it ensures
access is removed correctly.

When completing leaver forms please fill out all boxes which are applicable, and please do not
send these through to us with any missing information, as this can cause delays with payroll.
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This is the
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official leaving
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Return of equipment checklist: Plexse ensure that the leaver has returmad all company property and equipment prior laaving the business

IT equipment Access cards Keys Other

Reason for Leaving:

If resignation, please provide details:
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Is the colleague a manager? Yes No much detail
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why the
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Site (if app: leaving so we
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correctly

Transfer to altemative payroll or site:

Accrued Holidays Due: Total Holidays Taken: Holidays Bought: Qutstanding Holidays:
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Termination Pay Amount:  Ex gratia Pay Amount: Attached

Pay:




