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CHECKLIST EMPLOYEES’ LEAVE


Name of employee:             


                                                       Date:


Name of supervisor:

Department:
Center:

This document contains the list of minimum and mandatory actions to carry out when an employee leaves the company (when applicable in accordance with the employees’ job position). Each center (hotel or central service) can complement or adjust it based on legal requirements or its specific needs, ensuring that the mandatory actions are followed.
TASKS FOR SUPERVISOR AND EMPLOYEE
· Sign the receipt of the employee’s leave notification.
· Inform Human Resources of the remaining vacation days and any other variable or extra payroll concept.
· Approve pending travel expenses for their payment (before leaving date) and check with the employee that all of them have been registered.
· Ensure that employee has managed pending tasks and has delegated future tasks. For example, pending approvals in SAP and the delegation of future notifications (SAP inbox).
· Clean up personal belongings and files from workspace.
Supervisor signature
TASKS FOR TREASURY 
·  Cancel and physically destroy the corporate credit card (if applicable) and check outstanding balances.
· Settle pending travel or payroll advances/ confirm payment of pending settlelments.

Treasury signature
TASKS FOR LEGAL (OR ADMINISTRATION AS APPLICABLE)
· Revoke powers assigned.
Legal/Administration signature
TASKS FOR HUMAN RESOURCES (IF APPLICABLE)
· Life assurance/Accident/Medical.
· Car/Parking/ Fuel.
· Financing agreements (Training courses, Masters).
· Split Payroll.
· Flexible Progam Pay.
HR signature
TASKS FOR IT
· Returs IT equiment and tools (chager, base, etc.). 
· Remove from systems (SAP, AD, Share Folders, SharePoint, VPN and any others).
· Transfer management of SAP approval roles (togheter with HR department).
           IT signature
TASKS FOR GENERAL SERVICES (HUMAN RESOURCES OR ADMINISTRATION AS APPLICABLE)
· Collect access to worcenter (keys, card, fingertips).
· Collect uniforms.
· Collect locker key.
· Collect mobile phone, restored to factory settings.
· Replace the employee in the workplace emergency plan. 
           GGSS/RRHH/Administration signature
 COMMENTS:
       /        /






































































































































































