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Employee Resignation Process

When an employee resigns, follow these steps:

• Try to identify the reason they are resigning.

• Make sure all items belonging to Beacon are returned.

• Submit the required documentation.

• Complete a COS in ADP. Include any relevant documentation.



Employee Exit Interview

• Locate the Employee Exit 
Interview under Forms on 
BaseCamp. 

• Complete the form with the 
exiting staff. 

• Send the finished document to 
Uploads@BeaconSpecialized.org



Employee Voluntary 
Resignation

• Locate the Employee Voluntary 
Resignation under Forms on 
BaseCamp. 

• Complete the form with the exiting 
staff. 

• Collect all Beacon items (keys, 
badge, etc.)

• Send the finished document to 
Uploads@BeaconSpecialized.org



Finished documents are scanned in to 
Uploads@Beaconspecialized.org. 
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