Voluntary Termination

Works Two-Week Notice
Eligible for Rehire

Employee tenders resignation with two-week notice and
works through notice.

Upon notice: Manager completes Employee File
Maintenance (EFM) form with expected term date to
remove employee from Payroll and HRMS, sends to
hrdocs@royalamerican.com.

HR conducts Exit Interview as soon as notified of
resignation. Manager takes inventory of company assets
held by employee & verifies all IT inventory accounted
for.

Human Resources (HR) confirms final pay, bonus, PTO,
monies due the company, and Supplemental Housing
Agreement.

On employee's last day, employee packs personal items
and Manager balances Petty Cash (if required), collects
company property and premises keys, if not already
packed/ collected.

At Term: RAM Regional or RA Companies Department
Manager sends e-mail notice with term date to
#EmploymentNotice@royalamerican.com to remove
system access for RAM Corp., One Site, Compliance,
Affordable Housing Compliance, HR, Accounting,
Contracting, Training, Risk Mgmt., and Vendor Maint.
Departing Employee IT Out Processing form is
completed and sent to helpdesk@royalamerican.com

Final pay is processed according to statutes. HR changes
employee status to terminated and notes re-hire
eligibility in system after last day of employment.

NOTE: If employee is not available to conduct a
face-to-face discharge: Manager packs personal
items and notifies employee to retrieve them.
Manager will advise employee to bring company
property/ keys, and Petty Cash receipts (if required)
to workplace.

If employee does not return company property/
keys and Petty Cash and/ or does not retrieve
personal items, Manager must contact HR.

TERMINATION PROCESS AND WORKFLOW CHART

Voluntary Termination
Does Not Give/ Work Two-Week Notice
Ineligible for Rehire

Employee tenders resignation with two-week notice and
does not work through notice/ quits without notice or
job abandonment after three days of no-call/ no show.

Upon Notice/ after 3 days no call/ no show: Manager
completes EFM form with (expected) term date to
remove employee from Payroll and HRMS, sends to
hrdocs@royalamerican.com.

HR conducts Exit Interview if possible. Manager takes
inventory of company assets held by employee &
verifies all IT inventory accounted for.

HR confirms final pay, bonus, PTO, monies due the
company, and Supplemental Housing Agreement.

If employee is available: Manager may supervise
employee packing personal items. Manager balances
Petty Cash (if required), collects company property and
premises keys prior to employee leaving the premises.

If employee is not available, Manager contacts
employee to bring company property/ Petty Cash and
receipts (if required) to workplace. Manager packs
personal items and notifies employee to retrieve them.

At Term: RAM Regional or RA Companies Department
Manager sends e-mail notice with term date to
#EmploymentNotice@royalamerican.com to remove
system access for RAM Corp, One Site, Compliance,
Affordable Housing Compliance, HR, Accounting,
Contracting, Training, Risk Mgmt., and Vendor Maint.
Departing Employee IT Out Processing form is
completed and sent to helpdesk@royalamerican.com

Final pay is processed according to statutes. HR changes
employee status to terminated and notes re-hire
eligibility in system after last day of employment.

Involuntary Termination
For Cause
Ineligible for Rehire

Manager consults with HR, RVP AND VP prior to
conducting discharge for cause. Manager drafts
Statement of Events detailing reason for discharge and
provides to HR for review.

Prior to Discharge: Manager completes EFM form with
term date to remove employee from Payroll and HRMS,
sends to hrdocs@royalamerican.com.

Manager takes inventory of company assets held by
employee prior to discharge meeting & verifies all IT
inventory accounted for.

HR confirms final pay, bonus, PTO, monies due the
company, and Supplemental Housing Agreement in
preparation for discharge discussion.

Upon managment and HR approval, manager proceeds
with discharge for cause (in person or by phone).
Manager and/ or HR conduct discharge meeting.

If employee is available: Manager will supervise
employee packing personal items. Manager can ask
another manager to pack employee's personal items
while discharge is being conducted. Items can be
brought to Manager during discharge meeting.
Manager collects company property and balances
Petty Cash (if required) prior to employee leaving the
premises. Employee will be escorted off premises.

If employee is not available to conduct a face-to-face
discharge: Employee may be contacted by phone. If
unable to contact by phone, HR will contact employee
by certified mail.

At Term: RAM Regional or RA Companies Department
Manager sends e-mail notice with term date to
#EmploymentNotice@royalamerican.com to remove
system access for RAM Corp., One Site, Compliance,
Affordable Housing Compliance, HR, Accounting,
Contracting, Training, Risk Mgmt., and Vendor Maint.
Departing Employee IT Out Processing form is
completed and sent to helpdesk@royalamerican.com

Final pay is processed according to statutes. HR changes
employee status to terminated and notes re-hire
eligibility in system after last day of employment.

Involuntary Termination

Uncontrollable
Eligible for Rehire

Senior Management will inform manager of the need to
conduct discharge for layoff, downsizing, or loss of
management.

Prior to Discharge: Manager completes EFM form with
term date to remove employee from Payroll and HRMS,
sends to hrdocs@royalamerican.com.

HR conducts Exit Interview if possible. Manager takes
inventory of company assets held by employee &
verifies all IT inventory accounted for.

HR confirms final pay, severance, Pay-in-Lieu of Notice,
PTO, bonus, monies due the company, and
Supplemental Housing Agreement in preparation for
discharge discussion.

Manager and/ or HR conduct discharge meeting.
Manager balances Petty Cash (if required) and collects
companyproperty and premises keys if not already
packed/ collected at discharge meeting.

If employee is available: Manager may supervise
employee packing personal items. Manager can ask
another manager to pack employee's personal items
while discharge is being conducted. Items can be
brought to Manager during discharge meeting.
Manager collects company property and balances
Petty Cash (if required) prior to employee leaving the
premises. Employee may be escorted off premises.

If employee is not available to conduct a face-to-face
discharge: Employee may be contacted by phone. If
unable to contact by phone, HR will contact employee
by certified mail.

At Term: RAM Regional or RA Companies Department
Manager sends e-mail notice with term date to
#EmploymentNotice@royalamerican.com to remove
system access for RAM Corp., One Site, Compliance,
Affordable Housing Compliance, HR, Accounting,
Contracting, Training, Risk Mgmt., and Vendor Maint.
Departing Employee IT Out Processing form is
completed and sent to helpdesk@royalamerican.com

Final pay is processed according to statutes. HR changes
employee status to terminated and notes re-hire
eligibility in system after last day of employment.



