



DATE:



TO:



FROM:

SUBJECT:
EXIT INTERVIEW

Thank you for your service to the Department. Because you are ending your employment here, I wish to conduct an exit interview with you. I’d like to gain insight into your experiences, both good and bad, to help improve the working conditions of current and future employees.

Please review the attached questionnaire prior to your exit interview. You may complete it, or we can discuss the questions together. Your responses will remain confidential and will not be placed in your personnel file. Exit interview data from all departing employees is combined and presented to senior management in a summary report.
We typically talk with employees in the last few days of their employment. Please contact me with a time that is convenient for you to meet. The interview will last about 45 minutes.
I appreciate your willingness to participate in the interview.
Sincerely,

Attachment  

