
Unleash the true 
potential of your 
workforce 

Workflows - from 
performance to exit 

Actionable Templates for 
Workforce Management



Engaging your workforce is 
tough! We make it simpler. 
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LWD - Last Working Day
NDC - No Due Certificate
BGV - Background Verification

Legend

Please note, these templates are made with an assumption that most organizations would have an HRMS tech. 
These templates can be used even if there isn’t an advanced workforce management stack in place. 

With the right workforce management templates, 
you could save significant costs and unlock 
productivity.

That’s why we made these templates that help you 
manage performance management, transfer and exit 
workflows. These templates account for both 
common & uncommon use-cases.

FNF- Full and Final Settlement
TM - Talent Management
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Performance Goal Setting Process

Admin Employee L1 Manager

Stop

Yes Want to add 
more goals? Review 

submitted 
goals?

Add additional goals 
(inclusive of 

development plans) as 
required and add 

weightage

Receive the 
notification and 

initiate the 
goal-setting process

Review predefined 
goals based on 

Department / Band 
/ Role

Start check-in 
(progress) against the 

goals on a regular 
basis

Edits goals based on L1
manager feedback

Goals are saved as 
drafts till weightage is 

100%
Submit the goals to 
manager for review

Receive notification 
on goal approval

Receive the 
notification to review 

goals

Reject goals with 
comments for 

employee to edit

Launch the 
performance cycle

Notification sent to 
all employees

Edit goals / 
development 

goals at manager 
level (if required) 
& approve goals

Goals can be edited by L1 manager / HR
Deleting not allowed for predefined goals

Configure the 
frequency of the 

performance cycle

Start

No



Performance Goal Setting Process - Other Key Points to Consider

❏ Define goal cycle based on the calendar year/financial year

❏ Define the goal setting framework (MBO, BSC or OKR) 

❏ Define goal setting rules and configuration ( Impact area, Company Goals, and 
Collaborative goals) 

❏ Define company priorities  (mandatory and non-mandatory) 

❏ Create goal library (department and designation) 

❏ Define goal measure types (Metric / Progress/ Boolean) 

❏ Define continuous performance process on goals, 1-on-1, and feedback on behaviours, 
competencies and values 

❏ Define the 9-box grid 

Go Back
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Performance Review Process

Admin Employee L1 Manager HR

Configure the 
frequency of 
performance 
review cycle

Launch the 
performance 
review cycle

Notification sent to 
all employees

Start Stop

Want to edit 
rating/comments 
at a later stage?

Review the 
ratings and 
calibrate as 

required

Finalization of 
performance 
ratings and 
closure of 

performance 
cycle

Receive the 
notification and 
initiate the goal 

updation process

Fill in final progress 
(check- in); attach 

supporting evidences on 
all goal & development 

plans

Initiate self-review 
process, rate each 

goal progress and add 
comments

Capture L&D needs 
and assign learning 
courses accordingly

Provide the following 
inputs:
Rating
Goals

Comments
Potential 

Skill & Competencies  
Promotion Input

Receive the 
notification to review 
the self-review filled 

by the employee

System auto-saves the 
progress

Submit the employee 
review to HR

Update goal rating 
and comments

Submit the goals to 
manager for review

Review employee 
rating and add 

comments

Can be configured as Quarterly,
Half-Yearly or Annually

Yes

No



Performance Review Process - Other Key Points to Consider

❏ Define review cycle and duration (Yearly, Half-yearly, Quarterly, Monthly ) 

❏ Identify eligible audience for specific performance review (Basis Date of Joining, 
Department / Band / Role and Employee Category) 

❏ Define performance review workflow with required stakeholder (Employee, 
L1 Manager, L2 Manager) 

❏ Define stakeholders for normalisation process 

❏ Define elements of performance review (Goals, Competencies & Skills defined by Role, and 
Behaviour Competencies and Attributes) 

❏ Define multi-rate configuration  

❏ Define Rating Scale (Goals, Competencies & Skills define by Role, and Behaviour 
Competencies and Attributes)  

Go Back
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Promotion Process

L1 Manager L2 Manager HOD HR

Select the employee 
from the list where 
promotion needs to 

happen

View the promotion 
recommendation /
achievements from 

performance 
module

Initiate the 
promotion request

Start Stop

Receive the email 
notification on 

promotion request

Receive the email 
notification on 

promotion request

Promotion request 
gets cancel

Receive the email 
notification on 

promotion request

Promotion request 
gets cancel

Promotion request 
gets cancel

Approve the request Approve the requestApprove the request Generate the 
promotion letter

Approve the 
request

Approve the 
request

Approve the 
request

Yes Yes Yes

No No No



Promotion Process - Other Key Points to Consider

❏ Define the promotion policy (eligibility, prerequisites etc.) 

❏ Define exception scenarios and their handling

❏ Finalize the promotion workflow including any exceptional scenarios (actors and levels) 

❏ Define promotion letter templates  

❏ Define notification email templates / content  

❏ Define reporting requirements

Go Back

08

#


09

Transfer

Relieving L1
Manager

Relieving HR Receiving L1 
Manager Receiving HR

Select the 
employee from the 

employee list in 
transfer module

Update the new L1, 
transfer effective 

date and any other 
information as 

required

Fill the transfer 
checklist

Start Stop

Receive the transfer 
request

Receive the transfer 
request

Receive the transfer 
request

Transfer letter 
generation

Transfer request gets 
approved; notification 

to stakeholders

Transfer request gets 
approved; notification 

sent to all 
stakeholders

Change the 
compensation (If 

required)

Transfer request 
gets cancelled; 

notification sent to 
all  stakeholders

Transfer request 
gets cancelled; 

notification sent to 
all stakeholders

Transfer request 
gets cancelled; 
notification to 
stakeholders

Approve the 
request; notification 

to stakeholders

Yes Yes Yes

No No

No

Request 
Approved

Request 
Approved

Request 
Approved



Transfer Process - Other Key Points to Consider

❏ Define the transfer policy (Type of transfers, eligibility, prerequisites etc.) 

❏ Define exception scenarios and their handling

❏ Finalize the transfer workflow including any exceptional scenarios (actors and levels) 

❏ Define transfer checklist at each workflow stage 

❏ Define transfer letter templates  

❏ Define notification email templates / content  

❏ Define reporting requirements

Go Back
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Exit Approval Process - Voluntary (Employee)

Employee L1 Manager HRHODL2 Manager

Start

Stop

Initiate the exit by 
selecting exit 

reason and LWD* 
details

Select the exit 
reason enter 

comments and 
accept the request

Allow Rehire-
Yes / No

Notice Pay Waiver
Yes / No with 

recovery

Submit the exit 
request NDC Process

Receive 
notification

Receive 
notification

on acceptance

View the exit 
request

Trigger the Exit 
Interview form

Speak to the team 
member and retain 

them

Also Rehire-
Yes / No

View the exit 
request, approve 

the same

View the exit 
request, approve 

the same

View the exit 
request, approve 

the same

Request upto 
a grade

Notice period 
waiver 

requested?

2

1

1

2

1

Receive and fill the 
Exit Interview form

No

No

No

Yes Yes

Yes

Request 
accepted
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Exit Approval Process - Voluntary (L1 Manager)

Employee L1 Manager HRHODL2 Manager

StartStop

Initiate the exit by 
choosing exit 

reason and 
requested LWD* 

details

Submit the Exit 
Request

NDC Process

Receive 
notification

Trigger the Exit 
Interview form

View the exit 
request, approve 

the same

View the exit 
request, approve 

the same

View the exit 
request, approve 

the same

2
1

1

21

Receive and fill the 
Exit Interview form

No

No

Yes

YesRequest upto 

a grade

Notice period 
waiver 

requested?
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Exit Approval Process - Voluntary (HR)

Employee HR

Start Start

Initiate the exit by 
choosing exit 

reason and 
requested LWD

Initiate the exit by 
choosing exit 

reason and 
requested LWD

Receive 
notification

2

Receive and fill the 
Exit Interview form

NDC Process

Stop

Submit the Exit 
Request

Trigger the Exit 
Interview form
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Exit Approval Process - Termination

Employee HR

Start

Initiate the 
termination by 

selecting reason 
and LWD

View the 
termination 

request, approve 
the same

Submit the 
Termination Request

NDC Process

Stop

Release the 
Termination Letter

Approve the 
termination 

request

Yes

Yes

No
No

HRMS access gets blocked
Any benefit / accruals is gets 
blocked
Notification sent to IT for 
blocking of any other 
accesses

Found Guilty

Retain the 
employee

Use suspension 
module to suspend 

the employee till 
the proceedings 

are underway

Misconduct 

Case
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Exit Approval Process - Retiral

HR Employee

Notification sent to L1 
manager

Receive the system 
notification 90 days 

prior to employee 
retiring

Receive notification

Initiate the exit by 
choosing exit reason 

and LWD* details

NDC Process InitiatedSubmit the exit request

Trigger the exit 
interview form

Receive and fill the 
exit interview form

Start

Stop
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Exit Approval Process - Deceased

Stop

Get the data from 
the L1 Manager

Initiate the exit by 
choosing the exit reason 

and details of LWD*
Submit the exit request

NDC Process to be 

initiated

Start

H
R

H
R



Exit Approval Process - Other Key Points to Consider

❏ Define the exit policy (basis type of exit) 

❏ Define exception scenarios and their handling

❏ Finalize the exit workflow including any exceptional scenarios (actors and levels) 

❏ Define notice period / pay waiver and rules to handle it

❏ Define notification email templates / content  

❏ Define reporting requirements 

Go Back
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NDC 
Process

HR L1 Manager Payroll / 
Finance

Any other 
FunctionAdminIT

Start

Initiate the NDC 
Process on the 

system

Receive the NDC 
Request

Receive the NDC 
Request

Receive the NDC 
Request

Receive the NDC 
Request

Receive the NDC 
Request

Clear the assigned 
items and add 

comments

Clear the assigned 
items and add 

comments

Clear the assigned 
items and add 

comments

Clear the assigned 
items and add 

comments

Clear the assigned 
items and add 

comments

Stop

Full and Final 
Settlement Process



NDC Process - Other Key Points to Consider

❏ Define NDC* checklist 

❏ Define actors / stakeholders for completion of NDC Checklist 

❏ Define notification email templates / content  

❏ Define reporting requirements 

Go Back
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Full and Final Settlement

HR Payroll / Finance

Generate and share 
the exit letter with the 

employee

Receive trigger to 
initiate Full n Final 

process

Generate FnF slip 
in the Payroll 

module and upload 
in the exit module

Share the recovery 
details with the 

employee

Transfer the case 
to legal post 3 

reminders

Stop

Experience Letter

Resignation Acceptance

Relieving letter

Start

Download data 
from exit module 
and perform FnF 

processing in 
Payroll Module

Recovery 
needed?

Yes

Recovery 
Amount 

Received?

No



Full and Final Settlement  Process - Other Key Points to Consider

❏ Define FnF* rules 

❏ Define recovery process 

❏ Define exit letter templates 

❏ Define notification email templates / content  

❏ Define reporting requirements

Go Back
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Trusted by leading enterprises 
across Asia-Pacific

❏ Real-time talent insights 
❏ Personalized learning paths driven by AI & ML
❏ Advanced skill gap analysis and succession planning
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Build a high-performance team with our 
AI-powered Talent OS

98% 
User Adoption

51 
NPS Score by 

Users

4.3 
Highest rated 

HCM app globally

https://www.peoplestrong.com/ph/talent-management/
https://www.peoplestrong.com/ph/talent-management/


Connect With Us

Building a high-performance team is a tough 
endeavour.

Our AI-Powered, integrated talent OS makes your task 
easier by helping you mentor, retain, and engage your 
future-ready workforce.

Contact us to become a partner:

Email: mel.thomas@peoplestrong.com

Learn more about PeopleStrong 

https://www.peoplestrong.com/ph/talent-management/

mailto:mel.thomas@peoplestrong.com

