
Modi Properties Pvt. Ltd - Emplovee Exit - Check list

Status in 2
weeks from
exit. (Yes /
No/ N.A

Note: l. Email to be di out of office response on ernail
asha@modiproperties. is no longer an ernployee of Modi Properties ht. Ltd. Please
contad MIs. Nagalaxmi (mobile no 7 03 &63307, email : nagalaxmi@podiproperties.com. 3. All above
tasks must be completed within 2 weeks. 4. This form must be

Name Asha.D Joined Date:
29-06-2023

Designation Autocad Date of Lea 05-02-2024

Division: AKHANSlIA

At^Ad/lSi

Sl. No Task

Other

Status as on
date ofexit.
(Yes / No/
NA)

I Letter handed over?ls the YES
YES

3 isrting cards handed ovo?Are the V YES

4 Is the petro oard (smarfleet ) handed over? NA

5 Is the salary account s€ttled? NO

Is the petty cash account settled? NA

7 Is gmtuity account settled? NA

8 Are all parments made/amounts recovered'l NO

9
Is the company vehicle handed over along widr keys &
papers?

NA

Is the email account redirected or changed ? YES

lt ls tle ernployee deleted from all viber accounts? YES

t2 ls the desk cleaned up? YES

13. Is the individual folder on server cleared? YES

Have all staffinformed about exit of the ,| YES

15. Is the emaiVsms seirt to all business associates? NA

I6 ls the experience certificate issued? YES

t7 Is the last month salary slip/ceni ficate issued? YES

I8 Is the form-l6,4 issued? YES

t9 Are the Provident fimd withdrawaUTransfer forms issuod? NA

YES

2t AII files and documents handed over to
22 Emarl redtected to

New

Nagalaxmi. M

NO
Rernarks: ROv

the trmc ofexit and after 2 weeks - along wi6 label.
uploadod on HR Vacancy viber group at
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