Employee Termination Notice

Today’s Date:__________________     Employee Name:________________________________

Position:_________________________________     Location:____________________________

EFFECTIVE DATE OF TERMINATION: ______________________

LAST DATE EMPLOYEE WORKED: _________________________

TYPE OF TERMINATION:
[   ] Resignation (Attach Written Letter of Resignation)                   
                                

[   ] Dismissal (Attach Disciplinary Action Report)
                               

[   ] Layoff


[   ] Other


IS EMPLOYEE ELIGIBLE FOR REHIRE:  [    ] Yes   [    ] No

If employee has WCI e-mail acct., email should be forwarded to:______________________

If employee has TMG phone, ________________________ will assume responsibility for the phone.

Supervisor Comments:________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

_____________________________
_____________

          Supervisor’s Signature

         Date

V.P. Comments:_____________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

_____________________________
_____________

                V.P. Signature

                    Date

     


Date Received by HR





__________________








