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Notify HR, IT, and 
team of 

resignation or 
termination.

Resign or receive 
termination notice

Document daily 
tasks and hand 
over important 
files, customer 

contact info, etc.

Train replacement 
(Managers 
discretion)

Provide honest 
feedback during 

exit interview

Gather personal 
belongings and 

hand over 
company 

belongings and 
equipment.

Say final 
goodbyes

Plan for 
replacement and 

training.

Train replacement 
(Optional).

Consider if 
operational 

changes need to 
be made.

Acknowledge 
employee's 

departure with a 
party, team lunch, 
best wishes card, 

etc (If 
appropriate).

Stay connected 
with employee 
(e.g. invite to 

linkedIn network if 
appropriate).

Prepare final 
paperwork (e.g. 
final paycheck, 
tax, documents, 

etc).

Give succession 
plan to manager.

Conduct exit 
interview and 
review final 

payroll.

Confirm outgoing 
employee's 

contact details.

Send last 
paycheck and 
forward any 

benefits.

Prepare 
equipment 

replacement.

Recover company 
equipment from 
employee or HR.

Recover company 
belongings (E.g. 
Parking Pass, IT 

Equipment).

Suspend access 
to internal servers, 
EMR, emails, etc.

Start

End
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