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Supervisor and Employee Treasury
Legal (o 

Administration as 
applicable)

General Services (or 
Human Resources or 

Administration as 
applicable)

ITHuman Resources

Le
a

ve
 n

o
ti

fi
ca

ti
o

n
La

st
 w

or
ki

ng
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ay
 o

f t
he

 e
m

pl
oy

ee

Sign the receipt of 
the leave 

notification

End

Notificación de la 
baja a RRHH (15 
días mínimo de 

preaviso)

Register and 
approve travel 

expenses in SAP (if 
applicable)

Manage pending 
tasks and delegate 

future tasks (ej, 
approvals in SAP 

inbox)

Clean up her/his 
belongings and 

personal files from 
the workspace

Inform Human 
Resources of the 

remaining vacation 
days and any other 

variable or extra 

payroll concept 

Cancel and 
physically destroy 

the corporate credit 
card (if applicable) 

and check 
outstanding 

balances

Settle pending 
travel or payroll 

advances and 
confirm payment 

pending 
settlements

Revoke powers 
assigned

Return IT 
equipment and 

tools 

Manage SAP 
approval roles (if 
applicable) and 
transfer to the 

appropriate person 
(together with HR)

Collect uniform

Leave notifiaction to 
HR (at least 15 

calendar days in 
advance)

Collect access to the 
workplace (keys, 
card, fingerprint)

Send the Check list 
Employees´Leave 

template 

Necessary 
arrangements in the 

event that the 
employee has any 

product in the 
flexible pay 

programme or if s/
he is receiving any 

social benefits

Remove from 
systems  (SAP, AD, 

Share Folders, 
SharePoint, VPN 
and any others)

Verify Check list 
Employees´Leave 

and file it

 Collect locker key

Collect mobile 
phone

Replace the 
employee in the  

workplace 
emergency plan



 

 

 

 

 


