
- As soon as possib le after receiving an employee resignat ion, prepare and submit  the 
PAF/ EPAF.  At tach the resignat ion let ter, email or include explanat ion on the 
PAF/ EPAF.

- Schedule a date/ t ime to ret rieve all NMSU property from the separat ing employee.
- Ensure the employee completes the f inal t imesheet  or leave report .  Failure to do this 

by the separat ion date could result  in a delay of f inal pay (and payment  of accrued 
annual leave if  applicable).

- Encourage the employee to complete an exit  interview  w ith the Off ice of People 
Relat ions (opr@nmsu.edu) or via a survey.(  (ht tps:// www.surveymonkey.com/ r/ NMSU23EXIT))

Ut il ize t he Em ployee Separat ion Check list  for  a 

com plet e l ist  of  act ions t o be t aken.
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