
Name: N' 9tvzu* 2Z- lo->ns
Designation: Lar 9"^. ;r^/ Date of Leaving QO-oL- )oL2-
Division: funcfn, Prepared by: XaaP*-t
Other Sign M
S1. No. Description

Status
Yes / No/ NA

1 Is the Resignation Letter handed over?

2 Is the ID card handed over?

J Are the Visi tins cards handed over? Nt+
4 Is the card smarfleet handed over?

account settled?

N*
Y.t5

6 Is the petty cash account settled? ?..JA

7 Is the conipany vehicle handed over along with keys & papers? YA
6 Is the email account redirected or password changed? \/t

Has the viber account closed? 'tyt
10. Is the desk cleaned up? \),-x,

1l Are all files and documents handed over to respective manager? 1r,s

t2. Is the individual folder cleared? u
13. ls the emaiVsms sent to all employees?

0
**

14. Is the ernaiVsms sent to all business associates? ( ,>
15. Other., if any:

Issued
Yes/No/NA

erience certificate issued?Is the ex

oB. Is the last month sal sli certificate issued?

ftC. Is the form-l6A issued?

Are the Provident fund withdrawal/Transfer fornrs issued?D.

Note: A) After a period of six months email to be disabled. Email must be bounce back. B) All above

must be com leted within two weeks

hRemarks: --
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Modi Properties Pw. Ltd - Emoloyee Exit - Check list

Joined Date:

Is the salary
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