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Employee Transition Template
INSTRUCTIONS
Read and delete this section before sharing the document.
This template helps ensure a smooth handover when an employee transitions out of their role. 
Fill in key responsibilities, ongoing projects, important contacts, and step-by-step instructions for tasks. Include tools, links, and current status where relevant. Confirm who will take over and have the document signed by the manager and HR.

	Employee name
	
	Manager name
	

	Job title
	HR Coordinator
	Transition date
	




	Key responsibilities
Provide an overview of the employee’s core duties to give their successor a clear understanding of the role. 

	· Coordinate onboarding and offboarding processes for employees
· [Insert key responsibility]
· [Insert key responsibility]
· 






	Projects
List all active projects, including descriptions, current progress, deadlines, and any associated documentation or tools.

	Project
	Description
	Deadline
	Status
	Documents/Tools

	August onboarding group
	Coordinate onboarding for 5 new hires, including welcome emails and IT setup
	August 19, 202X
	In progress
	Onboarding checklist, Google Drive, BambooHR

	[Insert project]
	
	
	On hold
	

	[Insert project]
	
	
	Awaiting approval
	

	
	
	
	
	




	Contacts and stakeholders
Identify internal and external contacts the employee regularly works with (e.g., clients or cross functional colleagues).

	Name
	Role
	Email
	Interaction Summary

	
	Director of Sales
	
	Weekly check-ins, performance-related support

	
	
	
	

	
	
	
	

	
	
	
	




	Handover instructions
Include instructions on how to perform key tasks and/or access relevant information.

	Topic
	Description
	Location/Link

	Onboarding process
	Step-by-step checklist and email templates for new hires
	Onboarding folder

	Interview scheduling
	Instructions and templates for coordinating candidate interviews
	Interview SOP

	
	
	

	
	
	




	Successor or interim contact

	Tasks will be temporarily handled by [Successor Name], People Ops Assistant (name.surname@company.com), with oversight from the HR Manager. [Successor Name] has been briefed and will shadow [Employee Name] during the week of August 19.



	Approvals and sign-offs

	Employee name: 

Signature:




Manager name:

Signature:




HR representative: 

Signature:
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