9393-1 Mill Springs Drive

Q Jacksonville, FL 32257

Phone (904) 731-9014

Convergence Fax (904) 731-0059

Employee Leasing, Inc. Hours M_F 8 tO 5 PM EST
www.ConvergenceEmployeelLeasing.com

Separation Notice

Client Name:

Employee Name:

Employee Address:

Social Security No.:

Hire Date: Termination Date:

Leave of Absence To: From:

Reason for Termination or Leave of Absence

___ Voluntary ___Drug or Alcohol Possession

_ Lack of Work ___Poor work performance
___Violating company policies ___Absenteeism

__Negligence __Excessive tardiness

__ Other ___Maternity leave

__ DNR for 2 weeks or more __Per clients request via phone/ VM
___Per clients request via email ___Per clients request in person

Please explain reason for termination or leave:

Client Company Signature: Date:

Employee Signature: Date:




