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Employee Name: ______________________________________________________________________

Position Title: ________________________________________________________________________

Department/Division:  _________________________________________________________________

Department Account Number: __________________________________________________________

Effective Date: __________________________________



Reason/Notes:   __________________________________________________________________________ 
                          
                               __________________________________________________________________________
     
Last Day Worked:  ______________       Last Day of Pay:  _____________

Number of Vacation Payout Days, if applicable:  __________________________________________
		
		Separation/Severance Pay, if applicable:  __________________________

Additional Payroll Notes:____________________________________________________________________________________

__________________________________________________________________________________________

Category of Employment – Select from following: 
☐ Hourly 		☐ Salaried				☐ Benefits Eligible         
☐ Administrative	☐ Faculty				☐ Non-Benefits      
☐ Part-time		☐ Full-time


Annual Number of Hours Worked 
Check one box below:  This number must match the budget
☐999>(no benefits)     ☐ 1,000-1,299   ☐ 1,300<(full benefits)    ☐ 1,950 (37.5 hrs/wk)
	☐2,080 (40 hrs/wk)     ☐ Other ______

This position is:  ☐ 12 Months   ☐ 11 Months    ☐ 10 Months     ☐ 9 Months                ☐ Temporary                 
						


APPROVALS: 
  
Manager/Supervisor: _____________________________________________________________________
Second Level Manager:  ___________________________________________________________________
Senior Leader: ______________________________________________________________

Human Resources:  ________________________________________________________________

 


This information should be forwarded to:	 Human Resources (hr@owu.edu)
Contact Human Resources at (740) 368-3388 with any questions about this process.	
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