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DETAILS OF EMPLOYEE LEAVING 
 

 
NAME:     ________________________________________ 

 
TODAY’S DATE:   ________________________________________ 
 
DATE OF DEPARTURE:  ________________________________________ 
 
EMPLOYMENT LOCATION: ________________________________________ 
 
CONTRACT TYPE:  Contract for Services / Contract of Employment 
 
REASON FOR DEPARTURE: ________________________________________  
     
WORK CLOTHING RETURNED?  YES  NO 
If yes, please give details: ________________________________________ 
 
     ________________________________________ 
 
     ________________________________________ 
      
 

FORWARDING ADDRESS: ________________________________________ 
 
     ________________________________________ 
 
     ________________________________________ 
 
     ________________________________________ 
 
 
TEL NUMBER:   ________________________________________ 
  
 
 

ANY FURTHER DETAILS: ________________________________________ 
 
     ________________________________________ 
 
      
SIGNED:    ________________________________________ 
   
DATE:     ________________________________________ 
       


