
HOD/Manager of resigned 
employee will consolidate 
and compile complete job 

tasks/projects list

Handover Process

HOD/Manager and resigned 
employee to schedule Knowledge 

Transfer to assigned employee

Top management decide 
who will be taking over 
role/tasks/projects of 
resigned employee

HR facilitate and ensure 
Knowledge Transfer are done 
according to schedule during 

notice period of resigned 
employee

HOD/Manager and HR to ensure 
handover checklist is completed 

before employee's last day
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