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Agency HR Office is notified of an employee resignation or death.

Agency HR Office generates acceptance of resignation letter, if they choose.
0 Agency may ask the HR Service Center to generate letter by noting in the comments
section of the E-PAR or calling the center.
0 Agency HR Office attaches UC form to the acceptance letter.

Agency HR Office initiates exit survey to employee.

Agency HR Office initiates E-PAR to HR Service Center including:
0 employee’s written separation notice, if received
0 SERS agency authorization notice, if received
(Note: SERS has been notified to send notices directly to the center which will scan notices
and send to agencies’ E-PAR resource accounts.)
0 acceptance of resignation letter, if applicable
0 survivor assistance worksheet, if appropriate

Agency HR Office completes and sends condolence letter, if separation is due to death.

Agency HR Office notifies Ed Brenner, Bureau of Commonwealth Payroll Operations, via e-mail, to
stop pay, if separation is due to death.

Agency HR Office submits e-mail to Bureau of Employee Benefits and Services at RA-
BENHELP@state.pa.us if separation is due to death, including:
0 Employee name and personnel number
Date of death
Notice of work-related death (if applicable)
Name of spouse or partner (if known and not listed in SAP)
Names and ages of dependent children (if known and not listed in SAP)

O O 0o

Agency Time Advisor completes error corrections, ensures all time is entered and correct, unlocks
quota payment type and manually pays other absences as appropriate. Notify HR Service Center via
e-mail to ra-hrsc@state.pa.us or respond to e-mail received from HR Service Center.

HR Service Center, Agency Services receives E-PAR and completes separation transaction, which
must be done by the date of separation or the pay processing date for that payroll area.
o HR Service Center, Agency Services notifies Agency Time Advisor if corrections are
outstanding, absences need unlocked, quota corrections remain, etc.

HR Service Center, Agency Services creates deferred comp leave rollover, if appropriate.
Coordination with Agency Time Advisor will occur to ensure that timing of the unlocking of the quota
payout coincides with the leave rollover.

HR Service Center, Agency Services verifies that benefit plans have been terminated in SAP (to
include health care benefits, life insurance, savings bonds, etc).

Agency HR Office conducts exit interview and collects commonwealth property.

HR Service Center, Employee Services provides support to separated employees for questions
related to leave payout, change of address, etc.

In separations due to death, HR Service Center, Employee Services completes Deputy Secretary
for Human Resource condolence letter, providing assistance and direction on benefits and requesting
required documentation to release monies owed to the estate and mails to survivor (sending a copy
to the Agency HR Office). Upon receipt from survivor, HR Service Center, Employee Services
forwards required documents to BCPO and SERS. The HR Service Center notifies the State
Employees’ Retirement System to release money owed. It also completes estate info in SAP and
delimits savings bonds.




