[image: image1.png]













Employee Termination Report

Employee Name



Unit #



Lawson #

Job Classification/Code


Hire Date

Last Day Worked
Term Date
Name/ Title of Immediate Supervisor

Updated Term Status

Lawson Term Code
Reason for termination or removal from payroll (check one):


Absent for 6 months or more


Discharge

Job Abandonment

Layoff with recall or rehire privileges

End of Season

Resignation


Retirement

If employee was involuntarily terminated (due to other than a reduction in workforce), detail the reasons and circumstances for company decision. List or attach all other warning notices and/or discipline. Attach additional pages, if necessary.

If the employee resigned, detail the reason for the employee’s decision, as expressed by the employee. Ask for resignation in writing. Attach copy of resignation and Exit Interview

If resignation, would you recommend rehire?

YES

NO

Why?

Manager Name




Manager Signature


Date

Employee Name



Employee Signature


Date

NOTE: THIS FORM MUST BE COMPLETED AND FILED WITH OR WITHOUT EMPLOYEE’S SIGNATURE
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