	Personnel questionnaire
leaving (fields shaded grey are completed by the employer)
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	Employee name
	
	Staff number

	
	
	



End of contract
	Reason
☐ resignation    ☐ dismissal    ☐ mutual termination (“rupture conventionnelle”)    ☐ end of fixed-term contract    ☐ ended during trial period    ☐ retirement    ☐ other    

	Date of notice or signature

	Last working day


	Contract end date

	Notice period
☐ worked    ☐ waived    ☐ n/a    


For the final payslip
	Paid leave days remaining

	Overtime or time credit


	Bonuses, commissions, expenses still due


	Agreed severance pay (amount, basis)


	Benefits in kind that end

	Employee savings plan
☐ yes    ☐ no    

	Employee’s new address (if changed)



End-of-contract documents
	To keep ready for the employee
☐ employment certificate    ☐ receipt for final settlement    ☐ France Travail certificate    ☐ summary of employee savings    



The employment certificate states that health and death/disability cover continues (for the duration of unemployment benefit, up to the length of the last contract and twelve months at most). The France Travail certificate is produced by the end-of-contract report in the DSN; the employee receives a copy. The documents are held for collection.
Notice on dismissal, unless the collective agreement is more favourable: one month for six months to two years of service, two months beyond. Untaken leave is paid out. Mutual termination: approval online as a rule (TéléRC), fifteen calendar days to withdraw, then fifteen working days for review; since 2026 a specific employer contribution of 40 % on the payment.

	Date, employer’s signature
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