Workforce Management Handbook

RESIGNATION ADVICE FORM

Please complete, SCAN and EMAIL to Human Resources Branch, Division of Services and Resources

This form must be used by a staff member to advise of their resignation from the University. (If the staff member has provided a
personal resignation letter it should be attached).

Please ensure this form is forwarded to your supervisor at least 2 weeks before your resignation date to ensure that final monies can
be processed in the next available pay following your resignation date.

STAFF MEMBER DETAILS

| Staff ID | | School/Branch | |

| Title | | Family name | | Given names | |

| Position Title | | Work phone | |
Resignation date | I

(This is your last day of paid employment, the date you intend to separate from the University.)

Leave

Please ensure that any leave taken prior to the resignation date is entered and approved in Staff Services Online (SSO), at least
two weeks prior to your resignation date.

Workers Compensation
I have a current workers compensation claim in progress with the University? Yes No

TAX: INCOME STATEMENT and PAYMENT SUMMARY

| have
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