Modi Properties Pyt Ltd - Employee Exit - Check list

- the Resignation Letter handed over?
n Is the ID card handed over?
Are the Visiting cards handed over?

- Is the petro card smarfleet) handed over?
- Is the salary account settled?

Is the petty cash account settled?
Is gratui account settled?

n Are all payments made/amounts recovered?

Is the company vehicle handed over along with keys &

NA
m Is the email account redirected or password changed ? “
“ Is the emplo ee deleted from aj viber accounts? “

n Is the desk cleaned p?

Is the individual folder on server cleared?
m Have all staff informed about exit of the employee?
“ Is the email/sms sent to all business associates?

Is the exper; 1 1

m ence certificate 1ssued?

Is the last month salary sljp certificate issued?

m Is the form-164 issued?
m Are the Provident fund withdrawal/Transfer forms issued? “
m Out of office emai] response made?

“ All files and documents handeq over to:
m Email redirected to:

New emplo ee assig; ed in his/her place:

Note: 1. Email 1o o disabled after 6 months 3 Enable out of office response op email o
prasad@modipropegﬁes.com, Mr.B. Anil kumar is no longer an employee of Modi Properties Pyt Ltd.
Please contact My p, asag ¥ (mobile no. 9849245280, i ‘Prasad@modipr perties.com. 3. A above

Desg bk 'thm *. This form must pe uploaded on HR Vacancy viber group at

the




