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1.  PROCEDURE 
 

When an employee notifies the department of a resignation, retirement, or when an employee is 

terminated, the employee’s department is responsible for advising the employee of the exit 

clearance procedure and for promptly initiating a Termination Request in IRIS and other 

termination documents.  

The employee will contact the Office of Human Resources to schedule an exit interview.  

The Payroll Coordinator in the Office of Human Resources will determine if any outstanding 

balance remains and notifies employee of the balance to be paid.  


