
Modi Propertiss Pvt. Ltd - Emolovee Exit - Check list

out of offic€ response on ernail _ Mr. ts no
Please contact Mr _ (mobile no email ).2 weeks. 4. This form

Note: l. Email to
longer an ernployee
3. All above tasks

Name Malavika Nalla Joined Date
l3-0't -23

Designation HR Assistant Date of Leaving: 2l-tt-23

Division Admin Prepared by Akhansha

Other Sign

Sl. No Task

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

Stan$ i! 2
weeks from
exit. (Yes /
No/NA)

I
ls the Resigrution t^etter handed over? YES

2 Is the ID card handed over? YES

J Are the Visinng cads handed over? YES

4 Is the peto card ( handed over? NA
5 salary account sotded?Is the NO 7et
6 ls the petty cash account settled? NA
7 !s gratuity account settled? NA
8 Are all paymeqts maddamounts recovered? NO \e'
9 Is the compmy vehicle handed over along wift keys &

papers? NA

l0 Is the email account redirected or password changed to
whom ? YES

ll ls the employee delaed from all viber accounts? YES
t2 ls Se desk cleaned up? YES
13.

YES
l4

ls the individual folder on server

Have all staff informed about exit of the ,)

cleared?

YES
l5 ls the email/sms sent to all business associales? YES
l6 Is dre experience certiffcate issued? YES
l7 Is the last month slip/certifi cate issued?salary YES
18. Is the form- l6.4 issued? NO A'A -

Are the hovident Iirnd withdrawaUTransfer forms issued? NA

handed over toAll files and documents

Email redirected to

Out of office ernail made?

New in hiVher NO
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Jaikumar
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viber group ar the time exit 2 weeks - along with label.
must be uploaded on HR Vacanry

r

-.1

l
__l

_l
l

f-I re

^N{


