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RESIGNATION TRANSFER RETIREMENT 

Employee submits a signed and dated letter of resignation, transfer or retirement to 
the immediate supervisor. Letter indicates the last working day on campus 

Supervisor delivers letter to HR 
office. 

HR notifies Payroll and Benefits 
and prepares Property Clearance 

Form and exit packet

Employee receives exit packet with applicable forms from HR 

On the last working day, employee submits completed Property Clearance Form, 
leave forms, timesheets and other applicable forms to HR 

HR verifies that all necessary paperwork is completed, discusses insurance, 
retirement information, payroll and/or employment issues and forms 

Employee meets with immediate supervisor for final checkout prior to leaving campus 

RESIGNATION 
For Full Time Contractual 

Employees

Employee submits resignation letter to division 
supervisor. Supervisor indicates “approved” with 

signature and delivers original form to HR. 

HR insures submission 
of resignation to Board 

of Trustees

Employee obtains 
Termination/Clearance 

Packet from the HR 
office 

Employee schedules 
appointment with HR 

Director for termination 
clearance 

HR notifies payroll and 
Benefits Coordinator 

of termination 

On last day of work, 
employee clears items 
in Property Clearance 
section and meets with 

HR Director 

HR meets with 
employee to insure 

completion of all 
necessary forms 

and obtain 
instructions for final 

paycheck

HR prepares form for 
Presidents review and 

Board approval 


