
Modi Plt. Ltd Emolovee Exit lisr

Note: L [mail to G disabled after 6 months. 2. Enable oui of office response on ernail _ Mr. _lsnolonger an employee of Modi Properti es Plt. Ltd. please contact Mr. _ (mobile no. email )3. All above tasks must be completed wirtrin 2 weeks. 4. This form mus be uploaded

Name: M Jorned Date:
2t-05-2023

Jumor Accountant Date of 28-12-2023

Division Accounts A-khansha

Other s

Sl. No Task

NA

Status as on
date ofexit.
(Yes / l,lo/

No/ NA

Stahrs in 2
weeks fiom
exit. (Yes /

Is the Lefter handed over? YES
2 Is the ID card handed over? YES
3 cards handed over?Are the V YES
4 ls the card smarfleet handed over? NA

account settled? YES

NA6

7 account settled?Is

account settled?

NA
8 made/amounts recovered?Are all YES

9
ls the company vehicle handed over along mth keys &

NA
Is the ernail account redirected or password changed to
whom ? YES

ll delaed from all viber accounts?ls the YES
t2 Is the desk cleaned YES
13. Is the individual folder on server clgared9 YES
t4. Have all staff informed about exit ofthe YES
l5 ls the email/sms sent to all business associates? YES
t6 certificate issued?ls the YES
17. Is the last mooth issued?ficate YES
t8 ls the form- l64 issued? NO

NA
l9

20
Out of office ernail made?

thdrawaVTransfer forms issued?Are the Provident fund wi

Samba siva
Rao

2t
handed over toAll files and documents

Samba siva Rao
22 Email redirected to

Sanba siva Rao
New in hrs/her

NO
Rernarks:

viber group at the time ofexrt rrd after 2 weeks - along with label
on HR Vacanry
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I

t
5.

I ls the salary

10.

F


