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	Name of Separating Employee


	Effective Date of Separation
	Date Initiated

	Position /Title


	Department

	Type of Separation
□ Resignation       □ Termination      □  Retirement       □ Others ____________


	
For information purposes,  the Employee Clearance process  has been developed  to assist departments in maintaining their records and confirm that Ellick BPO Solutions Inc.  property has been returned by employees who are leaving their employment.

All employees separating from employment with Ellick BPO Solutions Inc.   are required  to return all property issued to them to settle all outstanding accounts, prior to release of final funds due to employee.  Ellick BPO Solutions Inc.  reserves the right to offset any funds due to all employee to compensate for unreturned property or unsettled accounts. Please make arrangements with your supervisor to obtain required clearance signature prior to departure.   Once completed, this form must be forwarded to Human Resources.




	
To Clearance Officer,

Please be informed that the employment of the above named employee has ceased.  Kindly check your records and sign the appropriate space on this form if the subject employee has no outstanding obligations or accountabilities to settle with you.  Otherwise, please take necessary action or indicate on the “Remarks” provided below all obligations for collection by authorized person(s).


	DEPARTMENT
 CLEARANCES
	CLEARED BY:
(Print Name)
	Signature
	Date
	Remarks

	Operations Management
(completion of all assigned tasks, policy and procedure, reports and team accountabilities)
	 
	 
	 
	 

	Performance Management
(reports, equipment, documented results)
	 
	 
	 
	 

	Corporate Administration
(company ID, laptop, mobile phone, keys, all company issued equipment)
	 
	 
	 
	 

	Training
(Training materials, books, magazine)
	 
	 
	 
	 

	Information Technology
(email account deletion, network access, remote access and workstations, software, passwords)
	 
	 
	 
	 

	Human Resources
(Exit interview)
	 
	 
	 
	 

	Finance
(financial accountabilities, reimbursements, liguidations, loans, receipts)
	 
	 
	 
	 


*** NOTE TO EMPLOYEE***	Please allow for 5-6 weeks from effective date of separation for final pay to be distributed. Please provide current contact information for HR department to contact you when your final pay is ready.  Thank you.	

[bookmark: _Toc87267946][bookmark: _Toc87339900][bookmark: _Toc87340103][bookmark: _Toc87345320][bookmark: _Toc87434405][bookmark: _Toc87438710]Home phone:_____________	Mobile phone:_____________  Email:_____________________
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