








Today’s Date 









Effective Date 









Anniversary Date 



Department / Division 











Classification 






SSN 





This is a report that the employment of 




with the ABC has been 






(Employee’s name) 

Severed by reason of:

[   ]   resignation


[   ] Retirement 

[   ]   Termination
[   ]   Other_______

In accordance with the ABC Policy, it is required to allow payment, which consists of the following:


Vacation pay


Hours at
   $



=


Frozen sick leave pay

Hours at   $

x
%
=


Usable sick leave pay

Hours at   $

x
25%
=


Other Pay 


Hours at  $



=


Other Pay


Hours at   $



=










=







        TOTAL PAYOUT

Comments:











Approved by: 





Date







(Division/department:
head)

Personal Director 




Date 





Mayor 






Date 





