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Client File Notes

Staff Leaver’s Form
	Employee Full Name:
	

	
	

	Title:
	

	
	

	Date of Leaving (dd/mm/yyyy):
	

	
	

	Please forward Leaver’s email address to:
	

	
	

	Reason for leaving:

	

	
	

	Form completed by:
	


	For HR Dept use only
	

	
	Date (dd/mm/yyyy)

	Staff retention rates amended:
	

	
	

	Redirection of email:
	

	
	

	Cancellation of intranet ID/password:
	

	
	

	Details deleted from intranet:
	

	
	

	Cancellation of NAV ID/password:
	

	
	

	Cancellation of email:

(3 months after leaving date)
	


When complete, form should be placed on Personnel File.
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