
HR Benefits Design & Management   
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Contact Chair or 
Director to initiate 

process

Review Employment 
Conditions

(confers with Dean, VP, or 
Provost, if applicable) September 2, 2008

Negotiate terms 
with EE 

(confer with 
Provost, if 
applicable)

Print 2 final documents 
and obtain signatures 

(for two originals) from:
Employee
Chair or Director
Dean or VP

1) Draft Agreement and 
Release using templates on HR 

Manager Services Website
(www.asu.edu/hrmanager.html) 
under Benefits Design & Mgmt 

Info section

2) Send Sheree Barron in HR 
draft copy for legal review

Maintain Phased 
Retirement Report 
and Document(s) 

copy

Facilitate legal 
review

Consult with 
employee,
if requested

Sign 
Agreement and Release
(Employee has 45 days
to consider the terms

before signing)

Process HRIS changes 
through MSS
Reduce hours

Hours less 
than 50%?

End

COBRA
By Benefits 

Program 
Mgmt Team

YES

Consult Financial 
Investment (AIG, 
Fidelity, or TIAA)
Representative

Provide Reports/
Statistics to 

Management

Hours less 
than 50%?

Sign & distribute ORIGINAL 
documents before end of above 

7-day period to:
Employee
HR Retirement (S. Barron)

Vacation 
Payout 
Process

YES

Distribute FINAL PDF copies 
to:

HR Retirement (S. Barron)
Chair or Director
Dean or VP

Distribute 2 signed 
originals to Exec VP or 

Provost
(Employee can rescind 

within 7-day waiting 
period)

NO

NO

Facilitate / Audit 
HRIS data initially 
and periodically

File ORIGINAL Agreement 

Revise Report as needed

Send copy of FINAL 
PDF Agreement to

vendor
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