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SEPARATION NOTICE

Attach letter of resignation or termination to the Separation Notice with the department designee signature and forward to hrforms@mines.edu or intercampus mail to the MAPS Office.  If other individuals or departments need this information for their records, please provide them a copy of this form.  Leave calendars must be up to date and approved before a final payout of accruals can be made.  Please submit this form and leave calendar by the 10th of the month.
	CWID: 
                 
	Employee Name:     Last                 First               Middle Initial



     

     


     

	Position Number

                                  
	Title 

     

	Department Name



     

	Mailing Address (for future mailings such as the W-2 and COBRA notification)

     


	Last Work/Pay Through Date:
     
	 FORMCHECKBOX 
  Moving to NR status  

Reason:    
                         Dates:                  to

	Resignation

 FORMCHECKBOX 

Accepted Other Employment
 FORMCHECKBOX 

Resigned During Probationary Period

 FORMCHECKBOX 

No-Call/No-Show (deemed to have resigned)
 FORMCHECKBOX 

Relocation – Out of State/Area
 FORMCHECKBOX 

Returning to School/Education

 FORMCHECKBOX 

Personal Reasons

 FORMCHECKBOX 

Ill Health (unable to return to work)
 FORMCHECKBOX 

Dissatisfied w. Pay/Work Conditions
 FORMCHECKBOX 

Military (requires copy of official orders)

 FORMCHECKBOX 

Transfer to Other State Agency

 FORMCHECKBOX 

No Reason Given
 FORMCHECKBOX 
     Resigned Without 2 week notice

 FORMCHECKBOX 
     Resigned in lieu of disciplinary action

Retirement

 FORMCHECKBOX 

Retirement

 FORMCHECKBOX 

Disability Retirement 

	Classified Terminations

 FORMCHECKBOX 

Unsatisfactory Performance During Probationary Period

 FORMCHECKBOX 

Disciplinary Action

 FORMCHECKBOX 
    Temporary Classified Assignment Ended
Faculty Terminations

 FORMCHECKBOX 

Did Not Receive Tenure

 FORMCHECKBOX 

Non-Reappointment

 FORMCHECKBOX 

Termination for Cause/Disciplinary
 FORMCHECKBOX 

Unsatisfactory Performance 
 FORMCHECKBOX 

Loss of Funding (Research)
 FORMCHECKBOX 

Temp Adm Fac / Res Hrly / Adj Assignment Ended
 FORMCHECKBOX 
   Transitional Assignment ended
Other

 FORMCHECKBOX 

Non-Remuneration Appointment Ended

 FORMCHECKBOX 

Layoff

 FORMCHECKBOX 

Death            Date:     

 FORMTEXT 
     
 FORMCHECKBOX 

Did not pass post-offer background check

	Comments:       


	HR/Payroll Use Only   
Leave Balances:    _____Annual    _____Sick   _____Compensatory



Signature__________________________




Date_____________

Authorized Department Signature




Date

Reminders for Salaried and Wage Employees

Responsibilities of the Department:
 FORMCHECKBOX 
  Include the mailing address on the Separation Notice.

 FORMCHECKBOX 
  Promptly submit employee’s last Monthly Leave Report no later than 3 days prior the separation effective date.

 FORMCHECKBOX 
  Return the Procurement Card to Purchasing and Visa card to the Controller’s Office.

 FORMCHECKBOX 
  Obtain keys, magnetic access cards, and computer equipment/property belonging to School.
 FORMCHECKBOX 
  Direct employee to transfer essential computer files and software to appropriate user and delete personal files.

 FORMCHECKBOX 
  If immediate need to withdraw computer access contact CCIT.
 FORMCHECKBOX 
  Notify appropriate administrative offices to delete separating employee from signature authority, if applicable. (i.e., Human Resources, Purchasing, Controller’s Office.)

 FORMCHECKBOX 
  Direct the employee to clean out any laboratory or chemical storage areas and contact Environmental Health and Safety for removal of hazardous waste or excess chemicals.

Responsibilities of the Employee:

 FORMCHECKBOX 
  Contact the Benefits Office concerning continuation of benefits, 303-273-3052.

 FORMCHECKBOX 
  Contact the Controller’s Office to settle outstanding fines, loans, travel advances, or other accounts receivable.

 FORMCHECKBOX 
  Contact Research Services to make sure research project deliverables have all been finalized and sent to sponsor; deficits in budgets have been zeroed out.

 FORMCHECKBOX 
  Notify Research Services of In-Progress Research/Proposals going with you or assigned to a new CSM PI

 FORMCHECKBOX 
  Leave your bank account open for last paycheck deposit.  If you would prefer to receive your last pay as a written check, contact Payroll and fill out a “request to mail check form”. 

.
 FORMCHECKBOX 
  Record and submit all monthly leave usage via the web employee vac/sick leave system.

 FORMCHECKBOX 
  If employee is responsible for a lab, schedule a clean out with Environmental Health & Safety.

 FORMCHECKBOX 
  Remove all personal items.

 FORMCHECKBOX 
  Return all material on loan from the Library

