Form Approval Process

1. Review the email notification with “Form
109: Report of Separation” in the subject
line. Each approver will receive a similar
email when their review and approval of
the form is required.

2. Click on the link to access the form.

3. You may have to provide log in
credentials before the form is displayed.

e
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To: JAW 0 G humboldt edu
Form 109: Report of Separation for Rouse, Phillip

Form 109 Reportof Separation far Rouse, Phillip
Submittied by Rouse, Phillip C (per@humbeldedu) on 09-DEC-2015
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Has baen submitied for approval and requires your signature. You may review and
sign tha form at:

Fom 104 of ion for Reuse, Phil

Thank you @

Form 109: Report of Separation for Rouse, Phillip

Form 109 Report of Separation for Rouse, Phillip
Submitted by: Rouse, Phillip C (pcri@humboldt edu) on 09-DEC-2015

Has been submitted for approval and requires your signature. You may review and sign the form at:

IQ—i CLICK the Link
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4_ ReV|eW the form for key dates’ Form 103: Report of Separation for $tafl and Manogers (NOT T BE USED for any Feculty Positionippointment Separations)
separation reason(s), and remarks, if e A

Dot ID S Revised Date
. 823003 Rouse, Phillip C (peri@humbeldtadu) 09 DEC 15 Rouse, Phillip C (pert@humbelduedu)
any. You may add a remark also, if the . e e
remark adds relevant information to the L -
HEUID  Deparment Class Tise Time Bass CMS Posson Poation Numbsr
prOCeSS 933582291 DIV0Z7-Es Project (Mce  Admin AnalysUSpcist 12080 Full Time 000222710 235372103800
. Efiactve 02 (1341 63y On pay status) @ Lagt Day PHYSICALLY Wonsd @
n.oecams 1.DEC2015 B
NOTE: Approvers have the ability to REVISE R ik o —
- 2N ricte L (510)
or DELETE this Form, although the need 3 o o 8 i o 0 taciimies, 1o selteveiopmon). {510}
. 4. Employee is dissatisfied with C SU [policies, financial suppllit. administration, etc.] ($10)
to do so might be rare. See the Form eashags i pessmicr i
. Per health, famiby, geography. X
Submission quick guide for revision B st Meten )
instructions and deletion instructions. S
11a. Retiramant Servics (570) L P

116 Retirement Disability {S71}
12. Dismissed Disciphnary or Disabisty ($41)
130, AWOL {521)
13b. Rejection During Probation {$90)
13c. Doath {S95}
14. Accepted position elsewhere ol HSLU.
15, Accepted posiion at other California Stabe agency of campus.
Remarks
TLSTING

Form Subaitter changed reason to 1. Dept Chair teo ROUSL

86 of 4000

5. After review, scroll down to the “Routing R
and Approvaln SeCtion Of the form- CLICK Submitter: Select the name of the appropriate administrator. Click "Submit' to submit this form fo
the “Sign" bOX neXt tO your name. Once this form is approved by the appropriate administrator, it is then sent to Human Resource:

Routing and Approval: To the best of my knowledge, the above is accurate and complete.

Department Contact Budget Analyst
(Defaults to Admin if Left Blank) @ (Required for Academic Affairs)
Rouse, Phillip [ N - ] Rouse, Phillip [ N - ]

Department Chair/

Manager/Lead Worker Sign Pate
Williams, Jeffrey

Administrator Sign Date
Giltzow, Denise [ - ]

6. After signing, you will be directed to a HUMBOLDT STATE UNIVERSITY

“Submit Status” page where a
confirmation message is displayed. S ST

Doc ID
8230.03

You have successfully signed this form. You may now close this window.

Document is currently waiting for others to sign, once fully signed the document will be transmitted to Nolij.

' | start New Form 109

{. This completes your portion of the
approval process. Close the browser
window. You may refer to the original THANK YQOU!
email Form 109 link to check progress or
review details at any time.
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