
Note: l. Email to be disabled after 6 months. 2. Enable out ofoffice response on ernail
keerthana@modiproper.ties. conq Miss. B.Keethans is no longer an ernployee of Modi properties pvr. Ltd.Please contact Mr. Samba siva Rao(mobile no. 9522}@ll,email: sambasi varao@modiproperties.com.3. All above asks must be complaed withia 2 weeks. 4. This fonn must bevibo group at the time ofexit and after 2 weeks - along with label.

Name B. Keerthana Joined Date:
ol-03-2023

Asst. Ac€ountant Date of 03-02-2024

Drvision: Accounts AKHANSHA

Other

Sl. No. Task

Status as

NA

dae of exit.
(Yes / No/

No/ NA

Status in 2
weeks from
exit. (Yes /

Letter handed over?ls the YES
2 Is the ID card handed over? YES

3 cards handed over?Are the V YES

4 Is the card snarfleet handed over? NA

5 account settled?Is the NO

6 cash account settled?ls the NA

NA

8 made/amounts recovered?Are all NO

9
ls the company vehicle handed over along with kerys & NA

l0 ls the email account redirected or ,, YES

ll deleted from all viber accounts?ls the YES

t2 ls the desk cleaned YES

l3 ls the individual folder on server cleared? YES

l4 Have all stall rnformed about exit ofthe YES

t5 ls the email/sms s€nt to all business associates? NA

I6 certificate issued?Is the YES

Is the last month YES

Is the form- l6A issued? YES

l9 withdrawaUTransfsrAre the Provident fund forms issued? NA
20 Out of office email made? YES

2t All files and documents handed over to: Samba siva Rao
22 Email redirected to: Samba siva Rao
23 New in hiVher NO
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Modi Prop€rries Pvl Ltd Employee Exit Check list
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