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Employee Resignation Policy
1. Introduction
This comprehensive Employee Resignation Policy outlines the procedures and 
expectations for employees who choose to voluntarily terminate their employment 
with our organization. Our goal is to ensure a smooth transition for both the 
departing employee and the company.

1.1 Purpose
The purpose of this policy is to:

Establish clear guidelines for the resignation process

Ensure proper handover of responsibilities

Maintain positive relationships with departing employees

Protect company assets and confidential information

1.2 Scope
This policy applies to all employees of the company, regardless of position or 
tenure, who voluntarily choose to end their employment.

2. Resignation Procedure
2.1 Notice Period
Employees are expected to provide adequate notice of their intention to resign. 
The standard notice periods are as follows:

Non-managerial employees: Minimum of two 2 weeks

Managerial employees: Minimum of four 4 weeks

Executive-level employees: Minimum of six 6 weeks
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Longer notice periods may be required for certain positions or as specified in 
individual employment contracts.

2.2 Formal Resignation Letter
Employees must submit a formal resignation letter to their immediate supervisor 
and the Human Resources department. The letter should include:

Clear statement of intent to resign

Last working day

Brief reason for leaving (optional)

Expression of gratitude for the opportunities provided

2.3 Acceptance of Resignation
Upon receipt of the resignation letter, the following steps will be taken:

� The immediate supervisor will acknowledge receipt of the resignation letter 
within 24 hours.

� Human Resources will confirm the resignation and last working day in writing 
within 48 hours.

� The employee's resignation will be formally accepted, and the notice period 
will commence from the date of submission of the resignation letter.

2.4 Shortening or Extending Notice Period
In some cases, the company may:

Request the employee to stay longer to ensure a smooth transition

Decide to shorten the notice period and release the employee earlier

Any changes to the notice period must be mutually agreed upon and documented 
in writing.

3. Transition of Responsibilities
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3.1 Handover Process
Departing employees are responsible for ensuring a smooth handover of their 
duties. This includes:

Preparing a detailed handover document outlining current projects, 
responsibilities, and key contacts

Training colleagues or successors on critical tasks

Updating relevant documentation and standard operating procedures

3.2 Knowledge Transfer Sessions
The departing employee's supervisor will schedule knowledge transfer sessions 
to ensure critical information is passed on to relevant team members.

3.3 Exit Interview
An exit interview will be conducted by Human Resources to:

Gather feedback on the employee's experience with the company

Understand reasons for leaving

Identify areas for improvement in the organization

4. Company Property and Access
4.1 Return of Company Property
Employees must return all company property before their last day of work, 
including:

Laptops, mobile devices, and other electronic equipment

Access cards and keys

Company credit cards and expense accounts

Any documents or materials containing confidential information
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4.2 Revocation of Access
On the employee's last day:

All system access will be revoked

Email accounts will be deactivated

Remote access to company networks will be terminated

5. Final Pay and Benefits
5.1 Calculation of Final Pay
The final pay will include:

Regular salary up to the last day of work

Payment for any accrued but unused vacation days

Any outstanding reimbursements or bonuses

5.2 Continuation of Benefits
Information regarding the continuation or termination of benefits will be provided, 
including:

Health insurance coverage and COBRA options

401(k) or retirement plan options

Life insurance conversion options

5.3 Deductions
Any outstanding debts or advances will be deducted from the final pay, in 
accordance with applicable laws.

6. Non-Compete and Confidentiality
6.1 Non-Compete Agreements
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Employees are reminded of any non-compete agreements they may have signed 
and their obligations under such agreements.

6.2 Confidentiality and Trade Secrets
Departing employees are bound by ongoing obligations to protect company 
confidential information and trade secrets, even after leaving the organization.

7. References and Future Employment
7.1 Reference Requests
All requests for references should be directed to the Human Resources 
department. The company's policy is to provide only dates of employment and 
positions held unless otherwise required by law.

7.2 Future Employment Opportunities
Employees who leave in good standing may be eligible for rehire in the future, 
subject to company needs and policies at that time.

8. Communication of Resignation
8.1 Internal Announcement
The departing employee's supervisor will communicate the resignation to relevant 
team members and stakeholders in a timely and professional manner.

8.2 Client and Vendor Communication
For client-facing roles, a plan will be developed to inform clients of the employee's 
departure and introduce their replacement or interim contact.

9. Post-Employment Obligations
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9.1 Ongoing Confidentiality
Employees are reminded of their ongoing obligation to maintain confidentiality 
regarding company information even after their employment ends.

9.2 Intellectual Property
Any intellectual property created during employment remains the property of the 
company, as outlined in the employment agreement.

10. Policy Compliance
10.1 Consequences of Non-Compliance
Failure to comply with this policy may result in:

Ineligibility for rehire

Negative impact on references

Legal action in cases of breach of contract or confidentiality

10.2 Policy Review and Updates
This policy will be reviewed annually and updated as necessary to ensure 
compliance with changing laws and organizational needs.

11. Conclusion
Our Employee Resignation Policy is designed to facilitate a professional and 
amicable separation process. We value the contributions of all our employees and 
aim to maintain positive relationships even as professional paths diverge. By 
adhering to this policy, both the company and departing employees can ensure a 
smooth transition and protect their respective interests.

For any questions or clarifications regarding this policy, please contact the 
Human Resources department.


