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       PERSONNEL  ACTION REQUEST – Separation/Retirement
	Employee and Position Information

	Employee Full Name
	Last Name:
	     
	First Name:
	     
	Middle Name:
	     
	Employee ID:
	     


	Position Type:  
	 FORMCHECKBOX 
 Staff
	 FORMCHECKBOX 
 Faculty
	 FORMCHECKBOX 
  Other: (please specify)          

	Payroll Area:  
	 FORMCHECKBOX 
 Exempt (Salaried)
	 FORMCHECKBOX 
 Non-Exempt (Hourly)
	 FORMCHECKBOX 
  Other/Non-Pay: (please specify) 

	Position Status:
	 FORMCHECKBOX 
 Regular
	 FORMCHECKBOX 
 Grant
	 FORMCHECKBOX 
 Contract
	 FORMCHECKBOX 
  Temporary

	Position Number:
	     
	Position Title:  
	     

	Supervisor:
	
	Organizational 

Unit (Dept):
	     
	Org. Unit # 
	     

	
	
	
	
	
	
	
	
	

	Details of Separation/Retirement

	Separation Reason:
	 FORMCHECKBOX 
 Voluntary
	Last Day at Work:


	     
	Separation Date:

(This is the first day he/she is no longer an NKU employee.  This date must be at least one day later than the Last Day at Work.)    
	     

	
	 FORMCHECKBOX 
 Involuntary
	
	
	
	

	
	 FORMCHECKBOX 
 Retirement
	
	
	
	

	Position Funding Information

	Cost Center Number
	Grant
	Order
	Percentage (%)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	

	Comments                                                                                                                                                                              (In addition to explanatory comments, indicate in this section if you are requesting specific pay dates outside of normal payroll cycle/schedule.)



	     


	

	Approvals

	PAR Initiator’s Name:       
	Phone Number:        
	Date PAR Initiated:       

	
	
	

	Approver Title
	Signature
	Date

	Director/Chair/Grant PI 

	
	

	Dean                                   
	
	

	Vice President

	
	

	Human Resources

	
	

	Budget Office/Comptroller/Grants 

	
	


Please use online Separation/Retirement PAR form when possible.  Please attach any supporting documentation required for approval.  All approved Personnel Action Request (PAR) forms for faculty or staff must be forwarded to Human Resources.
Note:  Vacation payout eligibility for separating employees will be determined by Human Resources.

 FORMCHECKBOX 
 HR use only – eligible for terminal vacation payout
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