
 HRMIS: CREATING RESIGNATIONS & TERMINATIONS-REQUEST 

 

Note: This is a one (1) page form. The required fields, highlighted & numbered in sequence, must be executed. Disregard the other fields. 

 

Search name of 

Employee here 

Date of Memo; and Termination means, terminate from 

the system, justified by the “Termination Reason”. 

Note:   

- If “Employee is 

resigning, select 

Voluntary. 

- If “Employee is being 

terminated by 

Ministry, select 

Involuntary. 

 

Note:   

- If “Employee is resigning, 

select Employee. 

- If “Employee is being 

terminated by Ministry, select 

HR, Manager, or Supervisor. 
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Optional: If resignation, 

set date of “Letter of 

Resignation”. 

Input today’s date. PSC will input 

Effective Date if approved. 

Last Day of Work 

Upload MEMO here by clicking Add New, and name 

the file with a legible title.  

Example: Memo- John Doe Resignation 


