[Company Logo]   [Company Name]
EXIT REASON FORM
	Record No.:
	[Reference Number]

	Date:
	[Date]



Employee and Separation Details
	Employee Name
	 

	Employee ID
	 

	Department
	 

	Grade / Level
	 

	Date of Joining
	 

	Last Working Day
	 

	Performance Rating (last cycle)
	 



Separation Type (tick one)
  Voluntary – resignation
  Involuntary – termination for performance
  Involuntary – termination for misconduct
  Involuntary – retrenchment / role redundancy
  End of contract / non-renewal
  Retirement / superannuation
  Death or permanent disability
  Absconding / abandonment of service
Reason Codes
	Code
	Reason
	Primary (tick one)
	Secondary (tick any)

	R01
	Compensation and benefits
	 
	 

	R02
	Career growth / promotion
	 
	 

	R03
	Manager relationship
	 
	 

	R04
	Role or work content
	 
	 

	R05
	Workload / hours / shifts
	 
	 

	R06
	Relocation / commute
	 
	 

	R07
	Higher studies
	 
	 

	R08
	Family / personal
	 
	 

	R09
	Health
	 
	 

	R10
	Other (specify)
	 
	 



Classification
	Regrettable exit? (Yes / No)
	 

	Destination (competitor / other industry / studies / not known)
	 

	Sources used (resignation / exit interview / manager input)
	 

	HR remarks
	 




	______________________________
Validated by
[HR Name]
Date: [Date]
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