EMPLOYEE RESIGNATION FLOW

Submission of resignation letter by
employee to Manager

Y After signing, manager
gning g
Manager sign at the bottom of the or HR to have a
resignation letter as an p»-| discussion with resigned
acknowledgement employee as an attempt
to retain (if applicable)
Y
Manager submit the resignation letter
to HR
\
HR conduct "Exit Interview" with _ | HRto feedback to
employee o HOD/Manager
\ \
HR prepare 2 copies of Acceptance of Manager to speak to
Resignation letter containing last day employee if
of work to the employee necessary
\
Employee sign both copies, HR keep
one copy
\
Top management decide who will be
taking over role/tasks/projects
\

Manager compile job tasks/projects,
come up with checklist for Knowledge
Transfer

Y

Manager and resigned employee

schedule Knowledge Transfer to
assigned employee

Y

HR facilitate and ensure Knowledge

Transfer are conducted according to
schedule

\
Manager and HR ensure handover
checklist is completed before
employee last day

Tax clearance and clear the final
month pay
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