
SEPARATION OF EMPLOYMENT INFORMATION SHEET 

DATE SUBMITTED : 

SUBMITTED BY: 

EMPLOYEE NAME: 

LAST DAY WORKED: 

NOTICE GIVEN: 

WRITTEN: 

HOW LONG: 

REASON FOR LEAVING: 

DISCHARGE: 

BY WHOM: 

REASON FOR DISCHARGE: 

PAPERWORK SENT TO: 

ADDITIONAL COMMENTS
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