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GLEARANCE PROCESS AND EXPECTATION LETTER

Thursday, Apnl 11, 2019

Saparation Date 262019
ed 2120/2018
Clearance Submission 41112018
syee Name Alico, John Paul L 2
Cuslomer Service Representative h
wyea Number 2752681
Doar Mr. | Ms Alico, John Paul L.,
Your clearance is currently being pi d. The t nd time in f ing the Employee Exit Ck will take sixty to ninety days from the date of submission. The process
Invoives routing the process 1ips to other dep i ing HR, IT, A Custodian, and Payroll to review, finalize and clear you from all your sccountabilities, and process
your last pay, By the end of the process cycle, the ing are expected to be p d for relsase:

Last Pay Claim Stub (will be presented t the partner bank to gat the last pay check and process encashment of the same)
Cerificata of Employment (COE, originel copy)

Clearance Certification (photocopy)

Quit Claim Form (photocopy)
. Last Pay Computation

BIR Form W2 of 2316 for the current fiscal year

R

WL henemlequas(youmfouuwupwmusnnm after the sixtiath day from the date you have processed the exit clearance by sending an email to
5 lance.com so you will be given further instructions on how you can claim your collectibles.

PlaasearmwmalywtypeCLEARANCEonIhasuhjedl:neo(wwﬁmummmmmmmmdmm

1. Complate Name

2. Employea Number (CCMS ID Number)
3. Site whers you were assigned

4. Date when you processed your clearanca
5. Last account/program handled

6. Date of birth

7. Name of last supervisor

8. Hire date

o c

. Separation date
10.Pmmmmmmmwas(mmmwammmmemmmmmm12mum.ugn1400)

In our affort to make sure that proper expectations are sat befors you leave the company, please see below important reminders:

Inaumlﬂancsliﬂ!mspu!iﬂssguvammglhamiﬂaihqadssha.wwmwmhmmwmwwnmwlwmwmhhmﬁmmWMTm
or sorial number will result to a deduction in your last pay; equivalent to Php 3,500.00.

r«m.m.tyAmaadgemetareuememmmgeamlmmmmmmmummnwmwmmm orup.,aack.ormyhmm
deformation on the card is d ar P v the devi bbem.ad ey

The nofice period condition, stipulatad iri the Employ mmuamm'mﬁ-ﬁmimarm exit. Not obsorving the said contract provision wil compel the company fo
:r'm..:mpanmnatedadudmrsonmewmdﬁysﬁumﬂuuwymmymmwmmwwwmwmmw
Invoiuntary exits under just causes are not covered by the nolice period rule. Mdhmmmmmmmmmmm for rehire in any TP sites.

Zaro pay may resull for former employees with existing loans from SSS and / or HDMF.

Megative pay, .._) to former employ mmmwmwmmwnmmmmwmmwmUponmmﬁnnor
tha payment receipt. the same items will be released accordingly by Human Resources.

For ! ‘axits with positions assuming to ive functi final pay p g can take more that the above expectations due to the nature of financial accountabilities that
nead to be verified \!aurnaysiilopﬂofouuwuponlhelwmﬁmhMmMmmmHnmb-MWﬂeyurmdishdmwmunmwm
Systam for dammwrg the Payroll Team will be putting your salary on hold,

“You mancunﬂnuewzrulandmaspnvmsnd all and shall not release or in any way disclose such confidential information to any person,
firm, corporation, or other entity, mmymanwnrrommby or as a witn except upon direct written of the Company igh its duly
authorized representytive, gained of your employ as in your cL™

Plaase be guided in the schedule of the last pay and credentials releasing’

1 Forme:mﬁomwlml&l-HROpuammmormmmdw&umhmd P to in the availability of the collectibies:
@islaper or FinalPaylnquiryCebu@t , 500 age format above.
2. Site HR will respond to the email inquiry to confimm availability and if this is true, aMMNMWmIMw:TﬂHﬂHﬂHMW!M
3. Once a schedule is identified, mtomemnployaemmmmmmammwm-ﬁmbwmwmm“ulmmm
suqnaturesumlbom.dmdnnmeptwfommammp

y-in-fact will be for former employees’ name, place, and stead; deputized by virtues of a notarized Special Powers of Attomey, two photocopies of the owner’s valid
msmnmwmwmu ies of the repr i valid ID's with identical signatures.
5 %I%Rmmuvomlsmﬂwdmlsoiuam and provide p ir relating to the matter.
6. Answers to possible questions will also be provided
7. “Acknowledgement Receipt Form™ and *Quitclaim and Release Waiver Form® will be presented before the former employes or the ive to recaipt of the

coliectibles and establish closure of the process

Thank you and we wish you luck in your future endeavors.

°mref‘~rrmr.e"l‘m m]ﬁﬁsﬁi’eﬂ. Cebu!T Parc Cabu Cty, The Philippnes, 08000

ACKNOWLEDGEMENT OF RECEIPT OF THIS MEMO:

Received by:. at, on

Signaturs over pnnted name - City Date



