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CLEARANCE PROCESS AND EXPECTATION LETTER

Separation Date: 17212019

Date Hired: 61712016

Date of Clearance Submission: 1/8/201¢

Employee Name: Escoreal, Junelyn V.

Position: Customer Service e

Employee Number: 2103744

Dear Mr. [ Ms. Escoreal, Junelyn V.,

Your is ly being d. The time in p ing the Employee Exit Ci will take sixty to ninety days from the date of submission. The process
hww‘mﬂuonwoommtom P g HR, IT, C and Payroll to review, finalize and clear you from all your accountabilities, and process
your last pay. By the end of the process cycle, the ing are d to be pi for release:

. Last Pay Claim Stub (will be presented to the partner bank to get the last pay check and process encashment of the same)
cm.ofznwynm( , original copy)

)

1

2.

3. Ci Certification

4. Quit Claim Form {photocopy)
5. Last Pay Computation

6. BIR Form W2 or 2316 for the currengifiscal year

Wewmmnlmbmwvﬂhuamormummmmmwcmmawmuadmwmmom-no i @ of com of
inalPayin D Mmance.cot mmmmmwmmmmwdmmm

mmmwmmmmmmdmmmmmmmmmmmmmovmm

Name
Employae Number {CCMS 1D Number)

0 @

Separation date
10, Preferred schedule to receive the collectibles (should state specific date that befits Monday or Tuesday; releasing will be made anytime betwesn 1200 thraugh 140G}

in our sffort to make sure that proper expectations are set before you leave the company. please see below important reminders:

n 4 with the policies go g the use of h your fallurs fo sutrender the property on or before your separation date and / o surrendering the headset without the TP Asset Tag
ummmmmmmmum.mmwmumm
S ] from thé last pay 16 Php 300.00. The slightest ders. atip, crack. or any forms of
ig the device to Bs re-used.

mmwmmmmmsmmmmwmmuubnmamawm Notohsotvmmaaldmaetprowdonmmpdmseompmyw
days from the last pay accordingly. This applies o= abrupt or netice period resignation, and absconding.
lmaumemmmmnvm»vmwmmmwm Breach of the notice periad requirement and involuntary exits will not merit eligibility for rehire in any TP sites.

mmmmumWMuWMfmsssmmm.

to former that resulted from applicable deductions will not be issued the unless the ility is settled before Payroll. Upon presentation of
hmmwnnmmmummmmwmam

For employee exits with p final pay p o =an 1aks more that the above expectations due to the nature of financial accountabilities that
need to be verified. vaﬂmwmmmmmmmMmMmmMmum While your record is being queued in the Exit Management
System for clearance processing., the Payroli Team will be putting your salary on hold.

“You shall continue to treat and keep as private and p g and shall not release or in any way such ion to any person,
oupuwcn.oromcrmlhy hmmw!om mwmmunamwmmm . of the Y gl
of your 3% as d in your

Please be guided in the schedule of the last pay and credentials releasing:

1 meﬂwmmsmmmmmmmmmmﬁmmmm ing to in the availability of the collectities:
P @t or FinalPayinquiryCebu@! com; see ge format sbove.
2 mmwmbmmmhmhnwmmnunbm a release scrwdiuis will be inted on & Monday or a oA 1290 Sheaugh 1400

3. Once a schedule is identified, the former employee will appear before the company repressntativs on the agreed date and time o coffect the sxpecied fems. Tec valld De with identical
mﬂhmﬂbmomdwmm
y-in-fact will be ployees’ name, place, and stead; deputizes by virtues of a notarized Special Powers of Aftomey. two phatesopies of Se sweer's vald
sratiures.

leth lical si and two ph i 'm- s valid 1D's with identical
5. mmmmwmmwaunm nts and provide perts relating to the matter
6. Answers to possible qu will also be p
7. “Acknowledgement Receipt Form™ and WMWWWMFM’M&WWWW loyee or the rep o ch ge recegt of T

collectibles and establish closure of the process.
Thank you and we wish you luck in your future endeavors.

Sinceraly.

g3
——
NS

T PaK, Cebu Coy, The Philipoines D8200
ACKNOWLEDGEMENT OF SECEFT OF THIS MEMO:

ived by: at on,

Signature over priréed reens City Date
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AUTHORITY TO DEDUCT

Separation Date: 1/2/2019

Date Hired: 6/7/2016

Date of Clearance Submission: 1/8/2019

Employee Name: Escoreal, Junelyn V.

Position: Customer Service Representative

Employee Number: 2103744

P

Unless a shorter period is expressly approved and the corresponding penalty waived by the company. | understand that my failure to serve the company the prior
written resignation notice holds me liable to pay the company liquidated damages equivalent to daily wage for each day of breach.

In addition, the cost of the un-returned, lost, defective, or damaged company-issued properties shall likewise be deducted proportionately from my last pay.

Headset
HMO Card:

1D Card:

anyard

Locker [ Keys: Returned to Facilities

No Deduction

“*Note; Other company-issuad property / Jes that is / are not indicated above and was / were issued o you will be determined by Custodian. When not returned
during clearance submission, corresponding deductions will be effected on your last pey and detzis of which will be provided in the last pay calculation document the
Payroll Team will provide together with your coliectibles

Sincerely,

Escoreal, Junelyn V.

Ct Service Rep v

2103744

Teleperformance Philippines FHCS Incorporated

Teleperformance Towers, Villa Ines Street, Cebu IT Park, Cebu City, The Philippines: 06000

Teleperformange Philippines FHCS incorporated
Teleperformance Towers, Villa ines Street, Cebu IT Park, Cebu City, The Phillppines: 05300
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