CALS Personnel
Separation Paperwork Check-List
	1.
	CALS Personnel Action Request Form (PAR)
	

	2.
	Resignation / Separation Letter
	

	3.
	Annual Leave & Bonus Payment Authorization Form (EPA & SPA) 
	

	4.
	Signed Final Leave Balances
	

	5.
	EPA-Non Faculty / Post-Doc / SPA last 5 years of Monthly Breakdown Reports (or all annual leave records if employed less than 5 years)
	

	6.
	SPA performance Appraisals (or all annual appraisals if employed less than 5 years)
	


Additional forms for assistance with separation:
Separation Checklist form - https://www.ncsu.edu/human_resources/forms/er/separation_clearance.pdf 

Transfer Separation Checklist - https://www.ncsu.edu/human_resources/forms/er/TransferSeparationChecklist.pdf 

Employee Assigned Asset Tracking form - https://www.ncsu.edu/human_resources/forms/er/astrack.pdf 

Reminders:
· Pay-out penalty applies to  EPA employees who have been employed an aggregate of 24 months or less (See PRR 8.2.4.2 Payout of Accrued Annual Leave)
· Post Doc’s are not paid out for their annual leave
· Five years of monthly breakdown reports and three years of SPA performance appraisals can be sent over with the separation packet paperwork.  They can also be sent directly to HRIM box 7210 via campus mail.
