
Voluntary Departure Statement
Date: 

Name: 

Employee ID: 

Statement

I, , hereby confirm my intention to voluntarily depart from my position at . My last working
day will be on .

Reason for Voluntary Departure: 

I understand and acknowledge all policies and procedures related to voluntary departure. I will ensure that all company property is returned and
outstanding matters are settled before my departure.

Signature:    Date: 
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