
Modi h/r. Lld - Employee Exit - Check list

Note: l. Email to be disabled
longer an employee of Modi
3. All above asks must be

of office response on email - Mr. IS IIO

Mr. _ (mobile no. , email _ )
s form must be uploaded

Name: Ashok.R Joined Date:
07-08-23

Designation Engineer Date of Leaving: 30-l l-23

Division: btsltuo*^, Prepared by AkhanshaX \
Other S

Sl. No Task

Status as on
date ofexit.
(Yes / No/
NA)

Status in 2
weeks from
exit. (Yes /
No/ NA)

I
Is the Resignation lrtter handed over? YES

) Is $e lD card handed over? YES
., Are the Visiting cads handed over? YES
4 peho card (smarfleet) handed over?Is tlre NA
5 ls the salary account setded? NO \il'
6 Is the petty cash account settled? NA

I

7 ls gratuity account settled? NA
8 Are all pal.rnents made/amounts recovered? NO

9
Is the company vehicle handed over along witr keys &
papers? NA

l0 Is the ernail account rodinctrd or password chegod to
whom ? YES

Is the employee delaed from all viber accounts? YES
t2 Is the desk cleaned up? YES

Is the individual folder on server cleared? YES
t4 Have all staff irformed about exit of the employee? YES

Is dre email/sms scnt to all business associates? YES
l6 ls dre expenance certificate issued? YES
l7 Is the last month salary slip/certificate issred? YES
t8 ls the form- l6,{ issued? NO No'
l9 fue the Provident fund withdrawalTransfer fmms issued? NA
20 Out of office ernail response made? \4
2t. All files and docurncnts handcd ovcr to: Na^^J"^
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Email redtected to

New

Rernarks:

6 months. 2. Enable

viber group at the time of exit md after 2 weeks - along with label
on HR Vacanry
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