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DOCUMENTATION OF WORK, COMMITTEES, AND EVENTS
The purpose of this document is to capture important information about the departing employee's ongoing projects and any other relevant details to facilitate a smooth transition for redistribution of their tasks within the department. Providing this document ensures that the knowledge and expertise of the departing employee are effectively transferred to the remaining team members or their successor, minimizing disruptions to workflow and maintaining continuity within the organization.
	Departing Employees Information

	Employee Name:
	

	Department/Division:
	

	Departure Date:
	

	Job Title:
	

	HEERA Manager:
	


Work In Progress, On Hold, or Not Started
	Project/Task
	Status
	Next Steps
	Key Constituents

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Committees/Subcommittees
	Committee/Subcommittee
	Role/Responsibility/Purpose
	Next Steps
	Key Constituents

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Calendar of Events
	Event/Meeting
	Date/Time/Location
	Role/Responsibility/Purpose
	Key Constituents

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Additional Information
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