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TERMINATE EMPLOYEE 

ALL EXITING EMPLOYEES (FULL-TIME AND PART-TIME) MUST SUBMIT A WRITTEN 
LETTER (OR EMAIL) OF RESIGNATION TO THEIR SUPERVISOR AND HUMAN 
RESOURCES INDICATING THE LAST DAY WORKED AND REASON FOR LEAVING. 
The manager will initiate the termination in Workday and attach the resignation notice to the 
termination. 
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Type Employee’s name and select OK 

 

REASON 

a. Primary Reason, select Involuntary or Voluntary, select most accurate reason from the list.  
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DETAILS 

Termination Date: Last date of work. If Adjunct position, the date has to be last day of the 
month. 

Last Day of Work: It will populate based on Termination Date. 

Pay Through Date: It will populate based on Termination Date. 

 

REGRETABLE 

Select Yes or No. Depending on the situation of the staff, student or faculty. 

 

 

ELIGIBILITY 

Select YES or No. Depending if the employee gave two week’s notice. 
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ATTACHMENTS 

Attach resignation letter or email from employee. Click Submit. 

 
 


	TERMINATE EMPLOYEE
	All exiting employees (full-time and part-time) must submit a written letter (or email) of resignation to their supervisor and Human Resources indicating the last day worked and reason for leaving.


