UA Employment Termination Process
Current Status

Termination Data Collection - Phase |

Begin: Notification of employee termination
End: Delivery of termination documentation to HR
Date generated: 6/26/03 Page 1 of 2
o
c 9
L wn
G>J, ) 8a 9a
o 0>-" Update Obtain
Qo "] employee’s employee’s
Ea final address signature
w e
(¢}]
) 4
%) 1 10
c Notice of Obtain
[} employee supervisor’'s
g' term : signature
wn 2 A
Collect 3
resignation or —» Document
settlement docs term date
L YES
8 4 5 6 7 8b 9b
&) C(_)IIect empls) Record term ! Collect’ Obtain final Is employee Update' De&gnee_z
<\E info. (Top reason code employee’s paycheck employee’s signature in
o Block) final T/S dist. info. NO | final address lieu of empl
o
—
S v
©
€ >
g8
Qa
L <
(@]

September 2, 2003




UA Employment Termination Process
Current Status

Termination Data Collection - Phase |

Begin: Notification of employee termination
End: Delivery of termination documentation to HR
Date generated: 6/26/03 Page 2 of 2
S
5@
8 w
5¢ | )|
o X
2o
Ea
w e
(6}
= A
2 10
E Obtain
) supervisor's
g— signature
n
8 X 17a 18a 19a 20a
(9]
@) 11 13 14 16 Does Does NO Does NO 8
employee ;i o
< Verifyl | » Verifyl | % Verifyl Verify/ employee employee smployee received oelvery of 2
& Collect form Collect form Collect form Collect form ave keys? RroCarg? Card? ermchs 0 oS
=
|
L YES ES YES 4
v A 4 \ 4
- \ \ 17b 18b 19b 20b 21b
(=) 12 14 15 Collect keys Determine | | | Determine ||| Determine | | | Determine
g © Determine Determine Determine & determine balance due balance due balance due balance due
= 8 b — balance owed to balance from Prk Srvc from ProCard on Corp Card from Travel
e alance due balance due employee on
g % from library from B.O. Campus Card
(]
(&) < Polar Express, ID Card
(No sign-off for UAA Wolf card req'd)

September 2, 2003




