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USE ONLY 
 
 

If exiting employee is a primary/secondary spouse: 
 

Their Spouse ID# :  _______________ 
 
 Spouse Old BenCat :  _____ 
 
 Spouse New BenCat :  _____ 
 
 
Farewell Check Information: 
 

Hire Date __ __ / __ __ / __ __ 
  

Process Farewell Check 
 

NO Farewell Check 
 
 

__________________________________ 
 

 Employment Manager Signature 
 
 
 
 
 

 

 

 
 
 
 

FACULTY/STAFF EXIT PROCEDURE  
 
 
 
Please let us take this opportunity to say THANK YOU for the 
valuable contributions you have made to Andrews University and 
its mission. 
 
In order to ensure a smooth transition from Andrews University, 
please complete this form with the appropriate information and 
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