
 
 
 

 

What You Must Do When An Employee Leaves Your Company!
 
  
I had been trying to track down a billing issue with a company for over a month.  After 
sending yet another follow up email to my account manager today, I finally received a 
response.  It started out by saying "So-and-So is no longer with our company..."  The 
first thing that crossed my mind was how long has So-and-So been gone, and more 
importantly, how long have emails from his customers been going unanswered. 

  

This reminded me of a time when I ran into an ex-colleague who said, "I was really 
getting upset with you.  I was trying to solve a customer's admin problem.  I left you 
voice mail messages for weeks before someone happened to mention that you were no 
longer with the company." 

  

Situations like these are very frustrating to both your internal and external customers.  
Not only can you lose them forever, the frustrating part of it is that their loss was 
completely preventable! 

  

When an employee leaves your company, here are 5 tasks that every manager should 
do immediately.  When I say immediately, I do not mean within the week, I mean the 
same hour, or at the very least, the same day. 

1. Set an auto-responder on the ex-employee's email address stating that the 
employee is no longer with the company and who the customer should contact 
now.  Just deleting the email address all together will only create an automated 
undeliverable email message and create further frustration.  

2. Change the ex-employee's voice mail message stating the same as the 
automated email message.  Also, ensure that you change both the office phone 
voice mail, as well as the message on the company provided cell phone.  

3. Send an internal email memo to all employees in your company stating that the 
employee is no longer with the company and who will be handling his accounts 
until a replacement is found.  

4. Change all the office locks and security codes that the employee had access to.  

5. Change all passwords to all computer programs that the employee had access 
to.  

It's inevitable.  One day a sales representative will leave your company for good.  Be it 
by his choice or yours, you have to be prepared and act immediately to smooth the 
transition.  If you don't, your own lack of action could cause your company irreparable 
damage. 



 
Quick Sales Recruiting Tip - Where Are Today's Job Seekers Searching For 
Their Next Career Opportunity? 

  

Most are turning to the internet.  According to Media Metrix, the internet is the first 
and often the only research tool that candidates use for their career search. Northstar 
Research Partners reported in 2008 that more than 60 percent of Canadians believe 
they will find their next job online. 

  

The question is not whether you need to advertise your available positions on the 
internet, the question is where! To find the answer, download a free copy of our white 
paper "How to Recruit The Best Sales Professionals" from our Download Centre at 
www.b2bsalesconnections.com/download_centre.php.   

  

If you think the answer is social networks, you would be mistaken! 

  

Aim Higher! 

 
Are your sales meetings as effective as they could be?  Join our free webinar "Sales 
Meeting Ideas" where we share quick and easy ways to make your sales meetings 
more interesting and productive. Visit www.b2bsalesconnections.com/webinars.php to 
register today!   
  
Webinar doesn't fit your schedule?  View the presentation video in our Download 
Centre at www.b2bsalesconnections.com/download_centre.php    
  
Do you need an expert sales management coach who is affordable and 
accessible?  For less than an average dinner out, you can consult with us every day 
and receive the personal direction you need.  For more information, check out 
www.b2bsalesconnections.com/coaching_services.php  

 
Regards, 

  

Susan A. Enns, Managing Partner, 

B2B Sales Connections 

askthecoach@b2bsalesconnections.com  

   

"Susan ...understands the sales process intimately and is able to create a 
management process around it that drives sales people to accomplish their 
goals." 

 
   

 



- B2B Sales Connections - 

  

The online sales training website with free sales resources, 
a specialized job board & free resume listing services 

for business to business sales professionals!   

  

For more information, please visit www.b2bsalesconnections.com  

  
Follow Us on Facebook - Follow Us on Twitter - Follow Us On YouTube - Follow Us on LinkedIn!  

   

Helping You Achieve Your Sales Potential! 

 
  
  

 


