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The purpose of this SOP is to outline the exit formalities that must be completed by new employees upon their departure from the company. This SOP is intended to ensure that all necessary steps are taken in a timely and efficient manner to ensure a smooth transition for both the employee and the company.

Introduction:
When an employee leaves a company, it is important to ensure that all necessary steps are taken to ensure that the transition is as smooth as possible. This includes completing exit formalities, such as returning company property and completing exit interviews.

Scope:
This SOP applies to all new employees who leave the company, regardless of the reason for their departure.

Definitions:
· Exit formalities: the steps that must be completed by an employee upon their departure from a company, such as returning company property and completing exit interviews.
· New employee: an employee who has been with the company for less than one year.

Responsibilities:
· The HR department is responsible for ensuring that all exit formalities are completed in a timely and efficient manner.
· New employees are responsible for completing all exit formalities as outlined in this SOP.

Best Practices:
· Exit formalities should be completed as soon as possible after an employee has given notice of their departure.
· Exit interviews should be conducted in a confidential manner to ensure the employee feels comfortable sharing their thoughts and feedback.
· All company property should be returned in the same condition as it was received.

Steps:
1. The employee must give notice of their departure to the HR department.
2. The HR department will schedule an exit interview with the employee.
3. The employee must return all company property, such as keys, equipment, and documents.
4. The employee must complete any necessary paperwork, such as tax forms.
5. The HR department will process the employee's final paycheck and any outstanding benefits.

Risks:
· Delayed completion of exit formalities can result in delays in processing final paychecks and benefits.
· Failure to return company property can result in financial loss for the company.
· Confidential information may be shared during exit interviews and should be handled with care.

Disclaimer: This SOP is intended as a guideline and should not be considered legal advice. The company reserves the right to make changes to this SOP as necessary.
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