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Current Process

Employee submits resignation
UA paper termination form is 
completed 
Information passed along to 
HR office
Final timesheet is completed
Exit interview 
Final pay processed



Issues with Current Process

Termination form is not always 
completed or is delayed in submission
Delay in collecting outstanding $ and in 
ending security accesses
HR and/or PPA is notified of termination 
after employee’s last day of work
Delay with processing final pay
Labor intensive process



Current Process Form



New Beginnings



New Process

Employee submits resignation
Information entered into a new Banner 
form
Information about the employee is 
electronically analyzed and the 
termination information is electronically 
routed to all affected areas of HR, 
Clearance Departments, and Security 
Administrators 
Utilizing Banner Electronic Approvals 
process in coordination with 2 Banner 
workflow processes



New Process Steps



Automated Emails

HR Director (4)
– For sensitive termination reason

Recruitment (4)
– For sensitive termination reason

Grants and Contracts Office (4)
– Notification of employee charging to restricted funds

Budget (4)
– For benefit-eligible positions

Submitter (PPA/CCC/Supervisor) (4)
– Notification of receipt of termination information

Supervisor (4)
– Notification of receipt of termination information if other job assignments remain

Personnel  (4)
– Notification for end of primary job assignment

Payroll (4)
– Email notification if one of multiple jobs ending and potential use of terminal leave



Automated Emails

Employee’s Departmental Representative (PPA/Submitter) (7)
– Email acknowledging termination receipt

Employee’s Supervisor (7)
– Email outlining supervisor’s responsibilities

Employee (UA or post termination email address) (7)
– Email outlining responsibilities to avoid additional charges

Clearance Departments (8)
– Email list of terminations, returnable to the payroll office for collection of charges from final 

pay
Benefits (8)

– Email list of employees ending a benefit eligible job assignment
Security Coordinator(s) and Email Administrators (8)

– Email list of terminations
Foundation/Development Office (15)

– Email if employee has open Foundation/Development deduction through payroll
Records (15)

– Completion of termination process with information for personnel file 



UA Offices Contacted by Process

• UAF
• Bristol Bay
• Chukchi
• GI
• IARC
• Kuskokwim

• Accounts Payable
• Administrative Coordinator
• Benefits
• Budget
• Clearance Departments
• Email Account Administrator
• Grants/Contracts Office
• HR Director
• HR Records

All offices below may not be applicable to every MAU

MAU Extended Sites

• Keys (electronic)
• Manager – Physical Plant
• HR Personnel / HR Payroll
• PPA / CCC
• Recruitment
• System Security Coordinator
• UA Foundation
• MAU Development 
• MAU Card (Polar Express / Wolfcard)

• UAA
• Kenai
• Kodiak
• Mat-Su
• PWSCC

• UAS
• Ketchikan
• Sitka



Benefits of New Process

Coordination of data entry by HR offices 
Improved communications between UA 
offices
Enhanced compliance of security policies
Lessen costs incurred to UA by increasing 
the opportunity for the collection of 
outstanding charges and/or collection of UA 
property



Implementation of Process

Phased Rollout
Initial pilot departments started in May 2006
Additional pilot departments in June 2007
Additional departments implementing in 
October 2007
All departments using process by March 1, 
2008



On-Line Resources

Process Overview 
Process Presentations
Data Entry Procedures
Email Samples
Supervisor and Departmental Resources
List of Email Contacts

– Clearance Depts, Notifications, Security Coordinators, 
Benefits, Recruitment and Email Administrators

Implementation Communications 



From Now Until Implementation

Several communications about the process 
to PPAs and Supervisors
As more UA depts are implemented, 
additional suggestions or refinements to the 
process will be considered
Training session for Banner termination entry 
form (approx. 1 hour)



Automation of Job Assignment 
and Employment Termination

Questions? Concerns? Suggestions?

Implementation Team Contacts

UAF Linda Armstrong, Payroll / Personnel
Becky Conner, Payroll / Personnel

GI Lisa Yancey, Personnel 
Michelle Taylor, Payroll

UAA Pam Jacobs, Personnel
Kathy Ivie, Payroll

UAS Nancy Woods, Payroll / Personnel
Lori Merrit, Payroll / Personnel

HR On-Call Support HR On-Call Help Line (450-8208)
syhr@alaska.edu


