
A SHORT GUIDE TO HELP
ORGANIZATIONS

IDENTIFY, SHARE, AND
TRANSFER KNOWLEDGE

AFTER GETTING THE
DREADED TWO-WEEKS

NOTICE

Five Two-Weeks
Notice Internal
Action Responses
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#1

https://www.cjyoungconsulting.com

Determine all people, processes,
and technology your employee

used or interacted with.
 

This may be include employees
across the organization they

worked internally with or customers.
 

What processes did the employee
use when doing any of their work?

 
What processes did they have to
follow to support their customers?

 
What technology did they use that
may be more than Word, Excel, or
PowerPoint?  Does it require any

training before use?

NOW
WHAT?



#2

https://www.cjyoungconsulting.com

Sit with the departing employee
and note every deliverable and
associated due date (recurring or
one-time) for the following at a

minimum:
 

Contract deliverables
 

Internal meeting requirements
(attendance and/or slides)

 
Internal reports (weekly or monthly)

 
Legal or policy-driven items

 
Ad hoc tasks

NOW
WHAT?



#3
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Determine who will be taking over
tasks and responsibilities until a

new employee is hired. In addition
to getting all of the data from #2,

transfer the following:
 

Required passwords or physical
keys

 
Emails

 
If overseeing any personnel,

anything associated with their
management responsibilities.

 

NOW
WHAT?



#4
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Have the departing employee
turnover tacit and explicit

knowledge to the person or people
filling the gap until a new

employee is hired.
 

Tacit knowledge (any experiences
with the task, customer, or internal

relationships)
 

Explicit requirements of the
deliverables and the status of each

 
Explicit knowledge (any directions,
any guidance, or lessons learned)
that is written and the location of
any processes created and used

 

NOW
WHAT?



If the processes or procedures for
the position do not exist, draft a

process map prior to the
employee's last day.

 
Flowchart (Standalone tasks)

 
 
 
 
 
 

Swimlanes (Integrated tasks)
 

ANYTHING ELSE
YOU THINK IS
IMPORTANT!

#5
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Contact
Me
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If you have tried these options and are
still having problems with knowledge

hoarding or knowledge sharing, contact
me at

 
 cjyoung@cjyoungconsulting.com 

 
or set up a call for a free, 30-min

discussion to discuss options of how I can
help:

 
https://calendly.com/cjyoungconsulting

/30mingetttingacquainted


