

EMPLOYEE RESIGNATION/RETIREMENT PROCEDURE

Summary of Procedure: 

Employee: 

1. Submit resignation/retirement letter (preferably hard copy): 
If Unclassified Employee: 
· TO: Area Leader 
· CC: Dean/Division Head and Chair/Supervisor 
If Classified Employee: 
· TO: Supervisor 

2. When you receive e-mailed confirmation letter from Human Resources, please review and contact Human Resources if you have questions. If you are an unclassified employee, you will also receive an acknowledgement letter from your Area Leader. 

3. Call Human Resources (ext. 2390) to schedule a meeting to discuss your benefits. 

4. Complete Exit Survey online (a link to the Exit Survey will be in your confirmation letter) or call the Affirmative Action/Human Resources Representative (ext. 2326) if you would like to schedule an in-person meeting. 

Note: Individuals who are separating employment through retirement by collecting benefits from the Wisconsin State Retirement System should contact Human Resources directly for information concerning eligibility and how to proceed. You can retire and collect benefits only if you have formally resigned your current position. 


Chair/Supervisor: 

1. Send original resignation/retirement letter to Human Resources. 

2. Complete the Separation Checklist. Send completed Separation Checklist to Human Resources.

Area Leader: 

1. Send acknowledgement letter to employee and a copy to Human Resources. 

2. Send original resignation/retirement letter to Human Resources. 
1. 
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	[insert recipient’s name and title]

	[insert recipient’s department]

	[insert recipient’s campus address]




	Re:
	[insert subject line (e.g. Resignation or Retirement Letter)]

	Dear
	[insert Area Leader (unclassified employee) or Supervisor (classified employee) name]

	
This letter will serve as my resignation from: 
	

	· Position: 
	[insert your position title]

	· Department: 
	[insert your department]

	· Last working day:
	[insert your last working day]

	
[insert additional comments or delete]











Sincerely, 




	cc:
	[unclassified only - insert Chair/Supervisor name]

	
	[unclassified only - insert Dean/Division Head name] 
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