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Leavers Details Form


Please ensure you fully completed this form and forward it to hr@marshallweb.co.uk along with the colleague’s resignation letter, as soon as you aware of a resignation. If this information is not received before the payroll cut off each month, the colleague may be overpaid.

Please also ensure arrangements have been made for the following to be completed:
·       Log Book To Be Returned To Accounts With Final Business Mileage Claim (If Applicable)  
·       Company Keys Returned To General Manager
·       Company Car Returned To Dealership 
·       Fuel Card Returned To Dealership
·       Laptops, All Cables and Mobile Phone Returned To I.T.

	1. PERSONAL DETAILS

	Title
	Choose an item.	Full Name
	     

	Job Role
	     
	Dealership
	     

	2. LEAVING DETAILS

	Leaving Date
	Click here to enter a date.	Payment in Lieu? 
	Click here to enter a date.
	Reason For Leaving
	     

	Would You Re-Employ?
	Yes	If No, Please Enter Reason For Not Re-Employing Below (Business Reason)

	     

	3. ADDITIONAL PAYMENTS DUE MONTH AFTER LEAVING

	Are there any Bonus / Commission / Overtime Payments due?
	Choose an item.	If paying in arrears, you will be able to enter onto K-Pay in the normal manner.

	Additional Payments Due (If Any)
*Please specify 
	     

	Monies Owed To The Company (If Any)
* Please specify
	     

	4. HOLIDAY AND LEAVING ARRANGEMENTS

	Holiday Taken
	    
	(Holiday Balance To Be Calculated And Confirmed By HR)

	MANAGER NAME
	DATE

	     
	Click here to enter a date.


		Recognising that people are at the heart of our success
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