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Livermore, California 94551-0969

date:
 July 7, 2003

to:
 Student Internship Program (SIP) Participant

from:
Student Program, MS9904(8524)


Recruiting & University Partnerships
subject:
Student Intern Termination Date Arrangements
Please complete and return this form to me as soon as your final day of work has been determined, but no later than TWO weeks before your termination date.  Your last day of employment will be a Thursday and you may work the full day if your department has enough work for you to do.  If not, you will check out at 11:30 a.m. that day.  The Student Program Office, x4-2794, must approve leaving on a day other than a Thursday.  After receipt of this form, a Human Resources representative will contact you regarding the termination process and sign-out procedures (usually completed on your last day).

Last Day Reminders: Your final timecard must reflect the actual time worked on your last day.  Your Office Management Assistant (OMA) will process your final timecard to payroll.  Your final paycheck (which will include all hours worked through your final day) will be issued to you at the Badge Office, Bldg. 911, at the end of your last workday, when you turn in your security badge.

· My last day of work will be Thursday, ____________________.  My ext. # __________.

Is your paycheck direct deposited?

Yes _______ No _______

If yes, to the Sandia Credit Union?

Yes _______ No _______

FORWARDING ADDRESS (where Sandia can send your W-2 form in Jan. 2004):

Name

(Please Print) 

Street
City, State, Zip


 



Phone No.
E-mail address:


********* Please return to Dana Cicone, MS 9904 *********


