
EXHIBIT 17
NOTICE OF VOLUNTARY SEPARATION MEMO

Date:

To:
From:  Employee’s Manager
Re:  Notice of Your Voluntary Separation from Employment
Consistent with Diocesan policy, this memo will serve as notification of your voluntary separation of employment from [location] as [position/title].  Your final date of employment with the [location] will be [day/date].  

Reason for separation:   
You will be paid all earned wages due and policy eligible accrued Vacation no later than the scheduled payday for the pay period during which the separation is effective.  You can request that this last paycheck be mailed.

Benefits will cease according to Diocesan policy, and you will be notified separately to the extent required by law of any continuing rights you have under these policies.  Your exit interview has been scheduled for __________________________(date/time/place).    As we will provide you with other important information at this session, please let us know if you need to reschedule for any reason.

Should you have any questions please do not hesitate to contact me.

Cc:  Payroll

       Benefits
       Department of Human Resources
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