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	BES

Benefited Employee

Separation Request
Submit form on BLUE PAPER                         Rev. 05.10

	

	Separation Date
	     
	Home Org Name
	     
	Home Org #
	     

	Name
	     
	DU ID
	     
	

	Forwarding U.S. Address
	     

	City
	     
	State
	     
	Zip
	     
	

	Position Number
	     
	Suffix
	     
	Division Name
	     

	Manager’s Name
	     
	Manager’s Email
	     
	Manager’s Ext.
	     

	

	 FORMCHECKBOX 
 Resigned
	 FORMCHECKBOX 
 Layoff
	 FORMCHECKBOX 
 Released/eligible for rehire
	 FORMCHECKBOX 
 Retired

	 FORMCHECKBOX 
 Deceased
	 FORMCHECKBOX 
 Transfer
	 FORMCHECKBOX 
 Released/ineligible for rehire
	 FORMCHECKBOX 
 End of Temp Assignment

	

	 FORMCHECKBOX 
 Employee is leaving the University.  Pay out vacation and terminate benefits, as appropriate.

	 FORMCHECKBOX 
 Transferring within the University.  Do not pay out vacation or terminate benefits.

	 FORMCHECKBOX 
 Transferring within the University to a position without leave benefits.  Pay out vacation.  Do not term benefits.  

	 FORMCHECKBOX 
 Employee has multiple positions.  Do not pay out vacation or terminate benefits.  

	

	If applicable, attach a copy of resignation letter to this form. 

	

	Banner Security will be removed on above position. 

	

	Comments:      


	

	Form Prepared by
	     
	Date
	     
	Ext.
	     
	

	

	Approving Signatures:

______________________________________________
_____________________________________________

Department Manager



Date

Division Manager




Date

______________________________________________
_____________________________________________
For Faculty Positions Only – Provost Office 

Date

Human Resources




Date



	

	***Staff Positions Send Directly To Human Resources. 

***Faculty Positions, Obtain Provost Office Signature, Then Route To Human Resources

	

	For HR/Payroll Use Only:

	Position
	     
	Benefits
	     
	
	
	

	Person
	     
	Leave
	     
	COBRA/RETIREE
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