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How to submit a termination notice 

 
Steps: 

On the HR Intranet Page, click on “HR Requests”: 

 

Next, you should see the “HR Requests” page: 

Click on “Termination Notice” to open the form: 
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Next, complete the following fields on the form: 
 
Example: 
  

 
 
Once all of the above fields has been completed, click on the “Submit” button at the end of the form. 
 
The form will be routed to HR to begin the termination process. 
 
Please make sure to complete a termination notice as soon as the termination is known. Termination 
notices are completed for Employees, Agency Staff, and Contracted Staff.     
 
 
 
 
 
 
 


