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Status
Yes / No/ NA

I Is the Resignation Leiter handed over? No
2 ls the ID card handed over?

J

Yes
Yps
Yes4

Are the Visiting cards handcC over?

Is the petro card (smarfleet) handec over?

5 Is lhe salarl, ilccount settled? No
Is the petty cash account settled? V.Wl tarl l+"^*)W-A, S* bA^'t, t6

\YA

V6s
7

8

rry vehicle lranded ovcr along

Is the Laptop handed over?

Is the conrpa with keys & papers?
t'I

Nn9

NoIs the email lccount redirccted or password changed?

Is the bag hatded over?

.{ 0.

tY*
NOl2

Yes13.

Yes14. Are all files und docu:nents handed over to respect ive managcr'?

Is the sint ci::'d handed over?

Has the viber account closed?

ls the desk cleaned up?

'lw15. Is the individual lolder cleared?

ia
l8

;i the emaiYsnrs sent to all em s?

ls :he ernail/sms sent to all business associates?

Othc:'. if an

Issued

Yes/No/NA

A. Is the ier,ce certificate issued?

\ B. Is the last montir sli cenificate issued?

C. Is thc fonn-l6A issued?

D. Are the Provident furtd rvithdrawal/Transfer fornts isstred?

Note: A) After a period of six n:onths email to be disabled. Email rnust bc bounce back. B) All above

must be com leted within two vrccks.
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Yes / Nor NA

l,i^r^vfuq

\-A
"1r>'

-fvil
\a
Y,,,

ls the sim card handed over? \'*
t)

,)

ut

lssued

Yes/No/NA
A. ls the ence cenificate issued? 0

U

Note: A) Afler a periul of six months emailto be disabled. Email must be bounce back. B) All above
musl be com leted w ithin t\.!o weeks.
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\anre : h,^ile-uL^ Joined Date:

E^z-\^-r.-^- Date of [-ear rng a(
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SI, NO
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Description

I ation Letter handed over']Is the Resi

J cards handed over?Are the Visiti

l Is the card smarfleet handed oler?
) ls thc sal accounl settled?

6 cash account settled?Is the

7 ls the com vehicle handed over a uith kers &
IJ

I
ls the La

ls the handed over?

handed over?

il
t2 llas the l iber account closedJ

r3 ls the desk cleaned

1.1 Are all files and documents handed over to

l5 ls the individual lblder cleared?

t6. ls the ernail/sms sent to all

t7 Is the email/sms senl to all business associates?

l8 Other.. if an

ls the last month salary slip/certificate issued?ll

C . Is the tbrm- l6A issued?

D. Are the Provident fund * ithdrawal/Transfer forms issued?

Remarks
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l0 ls the email accounr redirected or password changed?
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Y,r
ls the ema illsms sent to all business associates?

\lote: A) Aftera period ofsix months email to be disabl ed. Email rnust be bounce back. B
must be conl leted rr ithin t\ro
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Yes/No'
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Joined Date:
l)esi atton;

Date of [_ear i

b( )ther: lAuto Si
Sl. No

Description

ls the Resi ded over?itxr l-etter han

Is the ID card handed over?

Are rhe Vi srt I cards handed over?l ls the
over?handedcard smarfleet

) ls the sa accounl settled?
6 Is thc. ,!cash account settled?
7 Is the com

u ilh s&over alonveh icle handed
8 Is the La handed over?
9 Is the handed over'.)
l0

chredirected or
Is the email account

il
overl)handedls the sim card

t closed?Has the viber accoun
I -.j ls the desk c leaned u
I .1.

\e rl)
liAre a les and doc u tsItcn handed over tot5.

clearedl,Is the indiv idual folder
t6

to all emillsms sentIs the ctna
l7
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A. ls the
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A rg lhe P den nd rawal/Transfer form ssued
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bounce hack B) All above
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Status
Yes / No/ NA
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Joined Date:

Desi nalton:

Si
Sl. No.

Description

Is the Resi over?on Letter handed

over?ls the lD card handed

-) Are the Visi trn cards handed over?I ls the handed over?card smarfleet

ls the sa accoullt settled?
6 ls the cash account settled?

t7 Is the conl
with &

rehicle handed over al
lt ls the L handed over?
9 ls the handed over?
l0

sword chan )redirected orIs the email account
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16.
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A. ls the ex issued?ence certificate

sli
B ls the last month sal cenificate issued?
C' Is the form- l64 issued?
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D A the Prov den tLnd rans fer form
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