
Appendix G
MEMORANDUM
_____________________________________________________________________

  To:
Pensions Department

From:


Victoria Pay Services

Coleridge House

Northern General Hospital 

Herries Road

Sheffield 

S5 7AU

Assignment No:



Date:
_____________________________________________________________________

RETIREMENT MEMO
(To be completed 4 months prior to retirement)

NAME: ________________________________  DATE OF BIRTH: ___________

I wish to notify you that the above employee will be retiring on ____________

on the grounds of: (please tick)

	a.
	Age
	
	
	b.
	Ill Health
	

	

	c.
	Compulsory/Voluntary Compensation Redundancy/Retirement
	

	
	Re: Senior Managers.  Are Whitley Council Sections 45/46

excluded from contract?



YES/NO
	

	

	d.
	Early Retirement in the interests and efficiency of the service
	

	          (no redundancy pay)

	e.
	Voluntary Early Retirement
	

	
	(i.e. with actuarial reductions – no redundancy pay)


There will be ______ days annual leave to be paid up at the date of retirement, therefore the last day of service will be _____________________.

If paid notice is due please show relevant dates below:

From…………………….   To ……………………….

In respect of (c) compensation retirement, please complete parts A, B, C and D overleaf.

In respect of (d) in the interest and efficiency of the service, please complete parts C & D overleaf.

Signed: _______________________________     Date: ________________________
Human Resources Officer/ Manager

Tel No:
(0114) ……………………………….


Compensation Retirement Cases Only.
A
Classification (Tick the appropriate box)

	(a)
	Admin & Clerical
	1
	
	
	(b)
	Ambulanceman
	2
	

	
	
	
	
	
	
	
	
	

	(c)
	Ancillary
	3
	
	
	(d)
	Medical & Dental
	4
	

	
	
	
	
	
	
	
	
	

	(e)
	Nurse or midwife
	5
	
	
	(f)
	Professional & Technical
	6
	

	
	
	
	
	
	
	
	
	

	(g)
	Other
	7
	
	
	
	
	
	


B
Reason for Retirement (Tick the appropriate box.  If 2 or more reasons apply, tick the highest)

	(a)
	Competitive Tendering
	Premature retirement
	1
	

	

	
	
	
	Redundancy
	2
	

	

	(b)
	Organisational Change
	Premature retirement (CPLNHS)
	3
	

	

	
	
	
	Premature retirement (Other)
	4
	

	

	
	
	
	Redundancy (CPLNHS)
	5
	

	

	(c)
	Other closures
	
	Redundancy
	6
	

	

	(d)
	Other redundancies

(Include those from

Organisational change)
	
	
	7
	

	

	(e)
	Early retirement in the interests 
of the efficiency of the service
	
	8
	

	
	
	

	


Please pass to the Director of Finance for authorisation of Sections C & D

C
District/Trust responsible for any


Compensation charges


_________________________________

	D
	Do you wish to pay by capitalisation?
	Yes
	
	No
	

	

	
	If yes, do you propose to pay by:
	(i) a single lump sum?
	

	
	
	(ii) Annual instalments (inc interest)?
	


Signed ​​​​​​​​​​​​​​​​​________________________________




Date  ________________
