Modi Properties Pvt. Ltd — Employee Exit — Check list

21e03-204

Name: A V_D"'Yﬂ %\-\mmﬁg Joined Date: Pec
Designation: Apmin 0{{ WCER Date of Leaving: 1)-e6- 304
Division: ADm v € Ta Wwo ™V | Prepared by: \f\ TAN R DHUACKPR-
Other: D!/,',/r’/ Sign:
S1.No. Hé’scgp e Yes?’t;t:? NA
1. Is the Resignation Letter handed over? No
2. | Is the ID card handed over? Ves
3. Are the Visiting cards handed over? YES
4. Is the petro card (smarfleet) handed over? Yes
3. | Is the salary account settled? No
6. | Is the petty cash account settled? y@p!‘f (end M ot Sﬁ‘;bﬁ e
7. Is the company \;ehicle handed over alc,mg' with keysT& papers? - WA
8. Is the Laptop handed over? Nes
9. | Is the bag harded over? N A
#10. | Is the email account redirected or password changed? Yo
1. | Is the sim cerd handed over? NaA
12. | Has the viber account closed? N O
13. | Is the desk cleaned un? NeS
14. | Are all files and documnents handed over to respective manager? j/E <
I5. | Is the individual folder cleared? \[ %93
16. | ;5 the email/sms sent to all employees? '\J €
17. | Is the email/sms sent to all business associates? 7@
18. | Other,, if any:
i o
Issued
- Yes /No/NA
A. Is the experience certificate issued? ap N©O
% " B. Is the last montl: salary slip/certificate issued? e NO
C. Is the form-16A issued? NO
D. Are the Provident fund withdrawal/Transfer forms issued? N A ¥

Note: A) After a period of six m:onths email to be disabled. Email must be bounce back. B) All above
must be completed within two weeks.

Remarks:




a)
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Name: fA‘ ./Qm‘oﬂu,b_« Joined Date: A’P"w ~20(h
_ Designation: E’/\ﬂ,t Moz da Date of Leaving: &o‘{ ~ Db 20 ,7
lr Division: QZ&M)QH Prepared by: r)o&), brime~ B
 Other: Kemoved frow fe)wr‘o Sign: %}’ |
SI. No. ' Description YesS/t:}g?N %
I Is the Resignation Letter handed over? (fMM
2. Is the ID card handed over? (\!@
3. Are the Visiting cards handed over? NP |
4. Is the petro card (smarfleet) handed over? N#
3. Is the salary account settled? '\jw _
6. Is the petty cash account settled? \fw
1. Is the company vehicle handed over along with kevs & papers? —\h J
8. Is the Laptop handed over? \lﬂg -
9. Is the bag handed over? \(1) o
i 10. | Is the email account redirected or password changed? \/e)f B
I1. | Is the sim card handed over? N o
12. | Has the viber account closed? Vl/b
13. | Is the desk cleaned up? Y‘”k |
14. | Are all files and documents handed over to respective manager? Yl/)
I5. | Is the individual folder cleared? \fIA
16. | Is the email/sms sent to all employees? N2
I7. | Is the email/sms sent to all business associates? N(A |
18. | Other., if any:
Issued
Yes/No/NA
A. s the experience certificate issued? NO
B. Is the last month salary slip/certificate issued? N©O
C. Is the form-16A issued? N©
D. Are the Provident fund withdrawal/Transfer forms issued? ND-
Note: A) After a period of six months email to be disabled. Email must be bounce back. B) All above
must be completed within two weeks. N
| Remarks:




i
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mm 03-07-Jplg
’

B
4}9»\5 Hauas Date of Leaving: , 062019 _ |
P ’ |
Division: 68 Woumar” |

Oter qum- =

SI. No. Description YesS/t:Itcl:iN "
l. Is the Resignation Letter handed over? VURZ =
2 Is the ID card handed over? ]
3. Are the Visiting cards handed over? (% |
4. Is the petro card (smarfleet handed over? ibg M"lm
3. | Is the salary account settled? b fine
n Is the petty cash account settled? e (o2 d Teruinet ) b Moo
Is the company vehicle handed over along with keys & papers? Mes |
« 8. | Is the Laptop handed over? Yer to Gunaef.
“ Is the bag handed over? V—M & Luseef.
m Is the email account redirected or password changed? vt | et Z@
“ Is the sim card handed over? NA - |
Has the viber account closed? 6}\
m Is the desk cleaned up? je/ﬁ-

P

m Are all files and documents handed over to respective Mmanager? : §
m LI
m Ve SeF o br
n Is the email/sms sent to all business associates? Yes ™y d

s f

Issued
W Yes/No/NA
A. s the exp erience certificate issued?
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. PYYTYY wive | Jp. ora0g

. Designation: A And e 1 Edslgse Date of Leaving: l _
| = \LT\ H
_ Division: A i Prepared by: yﬁ%wmn! -

A
Other: 3N 47 Si

Description : Yes?t:.ltcl)l;N A
_ Is the Resignation Letter handed over? NO |
Is the ID card handed over? NDO
3. | Are the Visiting cards handed over? NLal |
4 |sthe petro card (smarfleet) handed over? ' ' W‘o |
Is the salary account settled? N rfL S '
n Is the petty cash account settled? Nif ( dffj ~
Is the company vehicle handed over along with keys & papers? ~fH—
| 8 s the Laptog handed over? Nk
n Is the bag handed over? . )’W
m Is the email account redirected or password changed? NS |
n Is the sim card handed over? NP —
Has the viber account closed? b V’A
Is the desk cleaned up? '\'/M
14. | Are al | files and documents handed over to respective manager? ‘!M’ ]
Is the individual folder cleared” NH
“ Is the email/sms sent to al] employees? \} ]
17| Is the email/sms sent to all business associates? NMebA' |
’ I8. Other., if any: ’
F\ Issued
Yes /No / NA |
A. ; N O
W ==
nO




