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PAYROLL SERVICE (SOUTHWARK)
EMPLOYEE LEAVER 
	Client Name:
	
	Tel No:
	

	E-mail:
	

	Third Party Name:
	
	Tel No:
	

	E-mail:
	

	Correspondence Address:
	

	Advisor (if applicable):
	


	Employees Name
	

	Employees Date of Birth
	

	Leaving date
	

	Has the employee been made redundant?
	Yes (  No  (

	How long has this person been working for you?
	Employment Start Date:
	

	Notice due to be paid?
	No notice due
	
	 1 week
	

	
	Other – please specify
	

	Amount of holidays already taken?
	


	Client Name:
	


	Any other information:
	


Employer’s Signature:
____________________________________________________________

Print Name:


____________________________________________________________

Date:


____________________________________________________________
	A4e Payroll - Office use only



	Outstanding holiday pay paid
	Yes  (     


	
	

	P45 completed
	Yes  (     


	Date sent to employee
	

	Date P45 sent to HMRC
	

	Taken off SAGE
	Yes  (     


	Date taken off
	

	Payroll administrator to sign once completed
	Signature:


	
	Name:



	
	Date:
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