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SAS Exit Process √ Checklist

Supervisor/Regional Business Administrator
A formal written resignation letter (effective date included) is required -- send copies to your Regional Business Office (RBO) and SAS Human Resources. See Termination Policy 629 https://www.hr.upenn.edu/policies-and-procedures/policy-manual/termination-and-separation/termination  
Procedural Steps (upon notification of your staff member leaving):

___ Forward an electronic copy of the resignation letter to SAS Human Resources (sas-hr@sas.upenn.edu). In your message please include your plans for filling the vacant position. SAS HR will email an exit interview invitation and send the Exit Process Checklist to the supervisor and RBO manager.     

Before the last day in the workplace:


Direct the separating employee to write down job-related procedures and/or protocols to guide their successor.


Petty Cash Custodian and/or Pro-Card Holder-- separating employee must reconcile and send an email notification to Jose Tavarez/tavarez@sas.upenn.edu

Direct separating employee to transfer to you business related files stored in their home directory on the file server, or on their local machine, including relevant email attachments; and to preserve their privacy direct them to delete any personal files; have separating employee divide work and personal email into two separate folders/folder instructions; and after the employee leaves, by request, SAS Computing will provide you with work folders -- if needed, your LSP is available to assist in the secure transfer of data files.     
On the last day in the workplace:


Supervisor collects all Penn keys -- for lock changes contact Building Administrator.

Supervisor collects and returns PennCard ID to the PennCard Center or cut it in half.  (DO NOT COLLECT from a transfer or an employee who is retiring). If necessary, contact the Building Administrator to remove building accesses by providing the following information: name, PennCard ID number, building name, and effective termination date.  


Supervisor collects all Penn property from office and/or home (e.g. files, computer, pager, cell phone, etc.)


PTO System payout (monthly paid employee) -- before terminating the payroll record, save a copy of the vacation balance sheet and send a printout to your RBO, who will then process payout in Penn Works (click Additional Pay, and then click Vacation Payout). In the final paycheck payout the PTO balances -- all time balances are to be cleared in the PTO System.  

RBO terminates or transfers the employee record from the payroll system. 

Discontinue account accesses, including but not limited to:


Per attached SAS policy, after the employee leaves, the email account will remain active for 10 days; if warranted, accounts can be deleted more quickly. Send an email message to 

wks-help@sas.upenn.edu with the subject of "SAS email account closure request" to notify the mail server administrator of the departure date -- specify if there is a need for an early closing of the account.

SRS, IRQDB and PENN InTOUCH - contact Richard Dunn (dunnr@sas.upenn.edu) 

 Graduate Funding System - contact Tracey Turner (tturner@sas.upenn.edu) 

Pager and cell phone -- contact the appropriate vendor 


Voice Mail – deactivate by resetting the pass code or changing the voicemail account; see attached forms https://secure.www.upenn.edu/computing/voice/forms/   


Active Directory/Windows/File Server and Meeting Maker accounts –to close accounts complete the attached form http://www.sas.upenn.edu/computing/forms/delrequest.html   
Security Access: 

The separating employee, department, or RBO can initiate paperwork -- send for processing to Jose Tavarez (3600 Market, suite 501, 6-2712 or tavarez@sas.upenn.edu). Jose will then forward the paperwork to other processing departments.  


Delete BEN Financials and BEN Buys/Balances – one form only. Delete access and re-route PO to a new approver http://www.upenn.edu/computing/da/eforms/index.html

Delete BEN Reports access http://benapps.isc-seo.upenn.edu/



Delete BEN Deposits access http://www.finance.upenn.edu/comptroller/forms/#BEN



Delete Data Warehouse access www.upenn.edu/computing/da/dw



Retrieve and cancel Purchasing Card – contact Jose Tavarez/tavarez@sas.upenn.edu
​​​​​​​​​​​​​​​
Retrieve and cancel TAC card http://www.finance.upenn.edu/forms/tac-request_97.doc 


Delete Payroll access (Administrative Mainframe access) http://www.finance.upenn.edu/comptroller/forms/#Payroll 


Delete WESD proxy access.  http://www.finance.upenn.edu/comptroller/forms/#Payroll



Petty cash - name new custodian http://www.finance.upenn.edu/treasurer/forms/#CashMan

Remind transfer employee to update listing on the Penn 0n-Line Directory http://www.upenn.edu/directories/  


Planning Budget access – a delete form is required – http://www.budget.upenn.edu/PlanTools/
Penn Works (update payroll record): 


Go to View Role Details in Role Summaries -- update the end date field 

Click submit -- update distribution stop date (termination date)

Go to Find/Add Person -- click terminate -- advance next screen – Bio screen enter termination date and reason (as per list below) – click submit 
Refer to the Penn Benefits Center at 888-736-6236 for all benefit questions or concerns.

Termination Codes
	Staff Reduction

	*01
	Position discontinued

	*03
	Lack of funding

	4
	Completion of contract

	6
	End of appointment

	Termination for Cause

	*20
	Not qualified

	*21
	Excessive unexcused absence or lateness

	*22
	Unsatisfactory performance

	*23
	Misconduct, violation of rules, or serious misconduct

	*24
	Other

	Resignation

	40
	Accepted new job (academic)

	41
	Accepted new job (non-academic)

	42
	Marriage or domestic obligations

	43
	Dissatisfied with pay

	*44
	Personal reasons

	*45
	Quit without notice

	46
	Relocation

	47
	Returned to school

	*48
	Dissatisfied with working conditions

	49
	Student job ended

	Retirement

	30
	Normal Retirement

	31
	Early Retirement

	Other Types of Separation

	60
	Medical necessity

	80
	Death

	81
	Death with Benefits
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