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Transition Plan for Employee Offboarding
An agenda to assist with business continuity when offboarding a Missouri S&T employee.
Employee Information
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Department: Click or tap here to enter text.
Last Working Day: Click or tap here to enter text.
1. Key Responsibilities
List the employee’s primary duties and ongoing projects.
	Task/Responsibility
	Description
	Frequency
	Tools/Systems Used
	Stakeholders

	
	
	
	
	

	
	
	
	
	


2. Tasks to be Completed Before Departure
Identify tasks the employee should finish or hand off before leaving.
	Task
	Deadline
	Status
	Notes

	
	
	
	

	
	
	
	


3. Tasks to be Transferred
Discuss and document which tasks will be reassigned, paused, or discontinued.
	Task
	New Owner
	Training Needed?
	Notes

	
	
	
	

	
	
	
	


4. Knowledge Transfer Plan
Outline how the employee will share institutional knowledge.
- Documentation to be updated/shared:
Click or tap here to enter text.
- Meetings scheduled for handoff:
Click or tap here to enter text.
- Access to shared drives or folders:
Click or tap here to enter text.
- Recorded walkthroughs or tutorials (if applicable):

5. Recommendations for Successor
Employee’s insights into how to succeed in the role.
	Tips
	1. 

	Contacts
	1. 

	Common Challenges
	1. 

	Solutions to Challenges
	1. 



6. Additional Notes or Concerns
Any other relevant information to ensure business continuity.
Click or tap here to enter text.
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