
HR-190-7 Grant Positions

HR-190 Employee Separation
G

e
n

e
ra

l 
S

e
rv

ic
e

s
E

m
p

lo
y
e

e
C

o
lle

g
e

 /
 D

e
p

a
rt

m
e

n
t

R
e

s
o

u
rc

in
g

Grant contracts ending

Manage Employee Separation

HR-190

Bank Clearance  (17 

days before exit)

HR 190-7-14

Receive end of 

service notice

HR 190-7-10

Cancel visa for all 

dependants under sponsor

(30 days before exit)

HR 190-7-12

Passport & passport 

photo (17 days 

before exit)

HR 190-7-13

Health Cards (7 days 

before exit) 

HR 190-7-15

Submit documents 

and clearances to HR

HR 190-7-17

Apply for external 

clearances 

HR 190-7-11

UAEU ID and access 

cards (7 days before 

exit)

HR 190-7-16

Prepare Employee 

Separation Notice

(HR-FRM-2)

HR 190-7-8

Contact employee for 

clearance

HR 190-7-7

Cancel on Banner

HR 190-7-9

Prepare UAEU 

Clearance Form

(HR-FRM-3)

HR-190-19

Forward all documents 

to respective 

departments

HR 190-7-20

Receive all Documents and 

clearances from employee and sign 

off on clearance form

HR 190-7-18

Receive passport 

and cancelation 

documents

HR-190-7-21

Sign off on 

clearance

HR-190-7-25

Cancel health 

cards (on exit)

HR-190-7-24

Cancel employee 

at labour office 

and immigration

HR-190-7-22

Receive health 

cards

HR-190-7-23

Clearance to 

finance

HR-190-7-27

Finalize clearance

HR 190-7-26

Clearance copy 

on file

HR-190-7-28

Driver go to pick up 

exiting employee

HR-190-7-36

Book the driver

HR-190-7-32

Driver booked

HR-190-7-35

Inform HR of Air 

booking

HR-190-7-30

Employee Book Air 

tickets & inform HR

HR-190-7-29

End
Employee Exit

HR-190-7-38

Visit airport immigration 

and give exit stamp to 

driver

HR-190-7-37

Inform Employee of 

booking

HR-190-7-33

 Employee informed 

of booking

HR-190-7-34

Request for 

transportation

(HR-FRM-6)

HR-190-7-31
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