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EMPLOYEE LEAVER FORM

FOR DIRECT PAYMENT
PERSONAL DETAILS
Employer’s name:







Comp/Code *

PA’s name:

* This is the letter and number at the top right-hand corner of your timesheets e.g. 637 B.

FINAL PAYMENT & P45
Last date PA worked/will work:

Have you sent in the PA’s final time sheet?



( yes

( no

	Financial
	
	Hours
	Gross Amount to be paid

	Total hours
	Flat
	To be entered on to final timesheet 
which needs to be attached to  
this form.
	To be entered on final timesheet, which needs 
to be attached to this form & sent to Payroll

	
	Enhanced
	
	

	Sleep Ins
	
	
	

	Redundancy Pay
	
	        N/A
	£

	Notice Period
	
	        N/A
	£

	Annual Leave
	
	
	£

	Total
	
	
	£


(If you need assistance to do this, contact your ILA. Payroll will calculate totals.)

Please note: we are unable to send out a P45 until we receive the final timesheet and confirmation of holiday pay owing/paid.

Do you require the P45 to be sent to (please tick)
( your address?
( your PA’s address?
Signed (Employer):







Date:



Signed on behalf of Employer:





Date:


                 
	PAYROLL BUREAU USE ONLY

	Date of last payment:
	Date P45 sent out:

	P45 sent to:                     employer      PA
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Charity number 1073513 - Company number 3560335

Registered Office – Penderels Trust, Seven Stars Estate,

Wheler Road, Whitley, Coventry, CV3 4LB

