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Staff Departure Checklist 

Departing Individual 

Today’s date: DD/MM/YYYY 

Name of departing employee: Insert Name 

Manager name: Insert Name 

Last day of work: DD/MM/YYYY 

 

The individual named above is leaving the company.  Please ensure that each item assigned to you on 
this checklist is completed before his/her last day of work. 

Checklist – Manager of Departing Employee 

Obtain items identified below from the departing employee on or before the employee’s last day, and 
forward the items to the individual specified. 
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If resignation, obtain resignation letter.  Forward original letter to HR and a copy to Payroll.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Access keys and key card.  Forward to CUSTOMIZER: Insert the individual's title, not name. 
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Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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Company-issued mobile phone.  Forward to CUSTOMIZER: Insert the individual's title, not 
name. 
 

 

 

 

 

 

 Job-specific procedures or passwords.   

 Company-issued credit or phone cards.  Forward to CUSTOMIZER: Insert the individual's title, 
not name. 

 Parking pass & decal.  Forward to CUSTOMIZER: Insert the individual's title, not name. 

 Company equipment, including laptops, PDAs, printers, and all other equipment belonging to 
the Company.  Forward to CUSTOMIZER: Insert the individual's title, not name. 

 Company documents, manuals, or books the employee may have had access to when away 
from the Company facilities.  Forward to CUSTOMIZER: Insert the individual's title, not name. 

 Before the employee’s last day of work, advise IT how their email and voicemail will be 
handled.  

 Communicate to Reception where phone calls for the employee should be forwarded in 
interim. 

 Communicate to CUSTOMIZER: Example - Reception where the departing employee’s incoming 
mail should be delivered in interim. 

 
Arrange/Delegate final get-together and card for departing employee.  This may be a lunch or 
an after-hours gathering.  Note: This is the responsibility of the departing employee’s team 
and is not organized by HR or Administration. PR
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Ensure the employee’s departure is announced to everyone internally as soon as is 
appropriate.   
Check with HR if unsure about the timing of announcement.  The following is a starting point 
script for an announcement for departing employees who have resigned. 

Resignation – example script 
It is with regret that we announce the departure of Jane Doe.  Jane has been with us since 2005 
in the position of Customer Service Representative and is leaving the Company effective July 18 
to pursue other career opportunities. 
We will miss Jane as she was a key part of the Customer Service team’s success.  Judging from 
the results of customer surveys and telephone feedback, it was clear that Jane was highly 
regarded. 
We are organizing a small get-together to wish Jane well. This will be held at Lombardi’s on 
Mitchell Street on July 18 at 5:00 PM. 
We are currently in the process of finding a replacement for Jane. In the meantime, John Day 
will be the contact person for Jane’s job responsibilities. 
Please join me in wishing Jane all the best in her future endeavors.  She will truly be missed. 

 Ensure the employee’s departure is announced externally as appropriate.  For example, if the 
departing employee had a strong presence externally, external stakeholders must be notified. 

 Review/Delegate the contents of the departing employee’s office/desk and filing cabinets, and 
distribute materials as appropriate.  Ensure work area is tidy and organized. 

Checklist – IT 

As soon as the employee has left at the end of their last day of work: 

 Deactivate or change all computer passwords and login credentials. 

 Ensure that the employee is no longer able to access the server via VPN or email/webmail. 

As soon as possible after the employee’s last day: 

 Disable voicemail or record a temporary voicemail greeting redirecting the caller to an 
alternate contact in interim.  

 Create back up of the employee’s local computer drive. 
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Checklist – Office Administration 

As soon as the employee has left at the end of their last day of work: 

 Deactivate departing employee’s key cards, or notify building security to do so, as applicable. 

As soon as possible after the employee’s last day: 

 Delete departing employee from staff directory phone list. 

Checklist – Payroll & Exception Reporting 

Before the employee’s last day of work: 

 Determine if the employee owes any money to the Company, and if so, if this should be 
deducted from the last pay check. 

 Prepare the final payroll for the employee. 

 Prepare regulatory termination paperwork. 

 Remove departing employee from payroll.    

 Terminate departing employee’s benefits with all external carriers. 

 Cancel  relevant cards, parking, cell phone, calling card, credit card, and other benefits if 
applicable 

 If an employee, delete the departing individual from Absences Reporting process.  
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