[image: ]
[bookmark: _GoBack]
	Contractor Separation Form
To Be Completed by the Hiring Manager


Completed by HIRING MANAGER

	Contractor Name:
	[bookmark: Text2]Aji Jallow
	Todays’ Date:
	5/8/2014
	Supervisor:
	[bookmark: Text3]Ed Jaremba
	Separation Date:
	5/8/2014
	Contractor Agency:
	NSSS
	GL:
	[bookmark: Text5]2201
	Dept.
	[bookmark: Text6]Mailroom

	Candidate already
notified?
	
	If not, best time for 
Agency to notify:
	[bookmark: Text11]After end of shift - 6 P.M.

	
	
	
	
	
	

	Reason for Separation:
	[bookmark: Text7]Decrease in work volume

	Involuntary/Voluntary:
	

	Eligible for Rehire:
	

	Notes:
	[bookmark: Text8]   



· Hiring Manager: Complete top section then forward to appropriate Staffing Agency
Completed by Agency


	Separation Checklist (Date Completed)
To Be Completed by the Hiring Manager
	Initials

	Agency Notification:
	 	[bookmark: Text14]     

	IT Notification:
	Click here to enter a date.	     

	Form delivered to HR:
	Click here to enter a date.	     
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