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How to Complete an Employee Separation Position and Personnel Action (PPA) Form 
 
Section I (Reason for Action-Default):  Separation.  

• Next, enter the employee’s effective date, last day worked and separation reason. 
 
Note: The effective date indicates the separating employee’s final payment date. 
 
Section II Employee Information:  

• Enter employee’s banner number and name. 

• Next, on the top row, enter the employee’s current information. 
 
Section III Salary and Source of Funds (Optional):  

• Enter the employee’s salary and source of funds. 
 
Section IV Comments (Optional):   

• Enter comments. 
 
Save and upload the PPA to Adobe Sign. 
 
Section V Approval:  
Required signatures:  

• Immediate/Department Supervisor 

• Classification & Compensation (Sheila Wright-Zeigler) (permanent employees only) 

• HRIS Specialist (Sharon Soles) 
 

Note: Offices/Departments/Schools under Academic Affairs, follow the latest Academic Affairs 
Adobe Sign Routing. 

 
 
See example on the next page. 
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