
Employee

Is separated from the
their position and the

federal service -
Voluntarily or 
Involuntarily

Management

•Prepares PERSACTION
•Documents agency 
 findings if applicable
•Documents Employee’s 
 reason for resignation
•Documents reason for 
 separation if involuntary

Former Employee

Files claim for unemployment
 compensation

Outside Agency
(State Unemployment
 Office)

•Makes initial entitlement 
 determination.
•Management notified of decision.

Management

•Reviews decision.
•If concurs with decision, no
 further action necessary.
•If Management does not concur
 with decision, initiate appeal of
 determination
•If Employee appeals determination,
 notify HRO for representation.

HRO

•Prepares case file.
•Represents agency in appeals of

 determinations.
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