
Department identifies that an employee 
has accepted a position in another 

UMBC department, and is no longer 
continuing work for their current unit.

UNIT

UMBC Transfers

TICKET 
RESOLVED

SHARED SERVICES CENTER CENTRAL OFFICES

START

Unit puts termination RT 
Ticket into SSC, selecting 
“Yes” when asked if the 

employee is transferring.

Ticket received: 
Preparer vets for 

completeness

SSC Approver 
conducts thorough 

review of all 
paperwork.

Packet routed to 
new department’s 
payroll approver

Final Review of all 
Documentation

Job data updated

Unit cancels ticket

Unit checks ticket for 
accuracy/approval.

Preparer contacts 
employee’s new 
department to 

retrieve the 
following:

- Hiring Documents 
(Offer Letter/ 
Contract/etc.)

- Name & Email of 
new department’s 

approver 
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Corrections Needed

SSC Approver 
conducts thorough 

review of all 
paperwork.

Packet routed to 
new department’s 
payroll approver


