
[image: image1.png]vvvvvvvvvv




FORMAL REQUEST FOR VOLUNTARY EARLY RETIREMENT / VOLUNTARY SEVERANCE 


Please ensure that all sections of this form are completed before submission to Exectuive.
	Name of Employee:     
	

	Job Title:
	

	Department:     
	

	 FORMCHECKBOX 
 Voluntary Severance            
	 FORMCHECKBOX 
 Voluntary Early Retirement

	Cost of VER/VS


	

	Replacement Costs (if any)

The costs and financial implications of approving this application. 
	

	Rationale

Please provide reasons for your decision, this should include details of the activities that are to cease or reduce and the reasons for this.  If you are recommending a new lower graded post please detail the new duties and responsibilities.


	

	Savings

Please outline the savings if this application is approved.
	

	Director of Human Resources Signature
	

	Name
	

	Date
	

	Director of Finance Signature
	

	Name
	

	Date
	

	Executive Members Signature
	

	Name
	

	Date
	


	OFFICE USE ONLY
	
	
	
	

	Human Resources
	
	
	
	

	HR Received
	Date
	…………………………….
	Name
	…………………………….

	HR Actioned
	Date
	…………………………….
	Name
	…………………………….

	Sent to Payroll
	Date
	…………………………….
	Name
	…………………………….


  FOR OFFICE USE ONLY�


  REF:………………………








