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The Process 

What You SHOULD Do.

1. Perform assigned work tasks until the last day of employment is completed.   
            2.  Perform assigned work tasks until the last day of employment is completed
.


3.  Give two weeks notice for good business etiquette. 
4. Give your notice face to face.  

       
5.  Mention good things that have happened to you while working there.
6.  Thank your boss for the positive things they have done.
7.  Thank your co-workers for all their help.
8.   Wish them good luck and leave with a handshake.

9.   Always volunteer to train your successor.

10. Complete any unfinished work that is urgently needed.

11. Submit a letter of resignation.
What You SHOULD NOT Do. 

1. Don’t criticize your organization.

2. Criticize your co-workers.

3. Offer unsolicited advice on how to improve the organization.
Additional  Thought.

Having a good record on file may help you at some future date.
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