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Supporting aN Employee leaving to move their lease
To support a smooth and compliant offboarding experience, we’ve developed the below guidance to help you manage employees with novated leases who are leaving your organisation. This ensures all financial, administrative, and compliance requirements are clearly understood and completed in a timely manner, while minimising disruption for both your payroll team and the employee. It also provides clarity on next steps for employees, whether they are finalising their lease or transitioning to a new employer.
Guidance on terminated employees
For employees leaving the organisation, it typically takes 5–10 business days to close and finalise their lease dossier. During this period, Autopia will receive final balances from suppliers and complete account reconciliation.
· Fuel cards will be cancelled as part of this process to allow for final balances to be returned. Employees should destroy their fuel cards once cancelled.
· At the start of the closure process, employees will receive an email prompting them to log in and complete a termination declaration. This must be completed as soon as possible to avoid delays.
Once the dossier is finalised:
· Any remaining funds will be returned to the employer for processing in the employee’s final pay.
· If the account is in arrears, Autopia will invoice the employer to recover the outstanding balance and bring the dossier back to $0.00.
From a finance and insurance perspective:
· The last finance payment processed by Autopia will be (insert month). From this point forward, the employee is responsible for making payments directly to their financier, (insert financier name). Employees should contact their financier for further details.
· The vehicle will remain covered under Autopia’s fleet insurance until (insert end date). After this date, the employee must arrange their own insurance with a provider of their choice.
If the employee is moving to a new employer:
· If the new employer offers novated leasing, the employee should contact their chosen provider to initiate a lease transfer.
· If the new employer does not yet have a provider but is interested in Autopia, they can let us know and we will provide the information required to get started.
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