
Modi Ltd - Emo Exit - list

Name: Joined Date: oq- {la(-&nt
Designation: Date of Leaving Q6- 1u-l - AoAt
Division: Prepared by: (Ta)Rnwa,,r

Sl. No. 'Description Status
Yes / No/ NA

I ls the Resignation ktter handed over? \,t
) ls the lD card handed over? \l//\
3 Are the Visiting cards handed over? N A
4 ls the petro card (smarfleet) handed over? \a
5 ls the salary account settled? \,,t
6 Is the cash account settled? N+
7 lqlhe company vehicle handed over along with keys & papers? Nfi.
8 Is the emailaccount redirected or password changed? Nn
9 Has the viber account closed? \[
10. Is the desk cleaned up? lVA
il. Are all files and documents handed over to respective manager? fVA
t2 ls the individual folder cleared? NA

Is the emaiVsms sent to all employees? va
t4. Is the emaiUsms sent to all business associates? 9ot'
15. Other., if any:

I

Issued

Yes/No/NA
ence certificate issued?A. Is the /.

certificate issued?B. Is the last month sl 4L.
C. Is the form-l6A issued? AN

ransfer forms issued?D. Are the Provident fund withdrawal/T

ote: period Emai
N A After a) o srxf mon ths emal to be d isabled n1 ust be bounce kbac B AI bove)ln beust com leted Inth two weeks

Remarks:

C Onlly4itlo^.-
Other: Sign c-.

13.

t l$t t$1\
t


