
HR3.30E-A Separations - V2.0 DAS HRIS Project As-Is Process Model 

Agency
HR

Manager/
Supervisor/
Appointing
Authority

Employee

Payroll

Inputs

Employee Termination Notification
Personnel Action Request
Collective Bargaining Agreements
State Policies

Outputs
Paycheck
IT and Building Security Inactivated
Leave balances places in OSPS clearing account
Position vacancy
Assigned equipment returned
Exit interview results
COBRA notification
Personnel Action turnaround document

Customers
Employee
Manager/Supervisor/Appointing Authority
Agency HR
PERS
DAS HR Systems
Payroll
PEBB

Systems/Interfaces
PPDB 
OSPA (Interface)
APPL/CERT (Interface)
PICS (Vacancy)
PEBB.Benefits (File)
PERS Jclarety (File)
RACF (File)

Start

Submits notification . 
May turn in or enters 

final timesheet  

Retirement or 
resignation 
from state 
service? 

Recommendation 
is to complete 45 

days prior to 
retirement

Send Retirement Memo to Supervisor and 
to HR. May also forward to payroll

Termination 
of employee, 

other than 
resignation 

or 
retirement, 
from state 

service

Acknowledge/
accept 

resignation or 
termination 

date

Notify HR that a  
termination 
needs to be 
processed. 

Forward 
notifications of 

resignation/
retirements to 

HR 

Send 
paperwork to 
DAS HRSD 
for input into 

PPDB

PA05.01
Terminations

If termination due to layoff refer 
to State Policy or collective 

bargaining contract for 
additional information on layoff 

list /restoration rights

HR 2.10E-A 
Recruiting

Approve or 
enters final 
timesheet. 

Locks time -
notifies payroll 

Employee 
leaving 

agency? 

Notifiy IT Security 
and Facilities 

Section to have 
access turned off/

complete separation 
checklist

Notifies 
employee to 

complete on-line 
exit interview 

survey if 
voluntary 
leaving or 

transferring File resignation 
documentation in 

employee file

End

Includes changes to employee’s facility 
and network access.  May be required 

if changing positions within agency.

Complete PA 
request, submit for 

Appointing Authority 
signature

Does agency 
do input to 

PPDB?

Appointing 
Authority reviews, 
approves, signs 
personnel action

No

HR3.11E-A 
Job Changes

Yes

No

Leaving state 
service?

Computes final 
paycheck amount. 

Transfer remaining leave balances 
to OSPA clearing account

Update 
PEBB.Benefits

Process 
termination 
into PPDB

80 hours or 
less of 

transferrable 
leave?

Negotiate leave 
balance transfer 
with receiving 

agency

No

Document 
balance 
transfer 

agreement

Yes

End

No

Yes

Issues final paycheck to 
employee if employee 

not transferring to 
another state agency

End

HR may advise employee to leave forwarding 
address for W-2 tax forms, cancel electronic 

deposits, contact parking coordinator to change 
or end parking arrangements.

Retirement

If Employee death, 
notification 

received from 
employee family.   
HR sends letter/
contact family

Resignation

Responsible / Process

COBRA notices 
generated

Notification 
received. Once 
processed in 

PPDB, file sent to 
PERS

PA03.01
Job Changes

Yes
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