
Name: Joined Date

3r .*x-eoutiaur
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Designation: 9\- o)-9o&J-
Division: .4zzo"r+<, P ared CJa, tt</u"(
Other: 24--
Sl. No. Descriptiou

Status
Yes / No/ NA

1 Is the Resignalion Letter handed over? Ypt
,)

Is the ID card handed over? "tot'
) Are the Vis itine cards handed over? Nn
4 Is the petro card (smarfleet) handed over? Nft
5 Is tlle salary account settled? Yrt

Is the caslr account seltled?

Is the con vehicle handed over al rvith & ers?

Is the email account redirected or sword chan I

Nfr6

N+7

YeL8

9 Has the viber account closed? Yct
10. Is the desk cleaned up? Yrt'
11. Are all files and documents har.ded over to respccti\/e manager? Y4

Is the individual folder cleared? \os
l3 Is the ernail/sms selt to all employees? v-t
14. Is the emaiVsms sent to all business associates? Yp5
t5. Other., if any:

Issued
Yes/No/NA

A. Is the experience certificate issued? Yr,<
B. Is the last month salary slip/certificate issued? \c,
C. Is the forrn-l6,{ issued? rrf | ,,

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

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

Remarks:- 9-C. L^- k.^)lr-- 14 -&orr *loutc,
(h)eo,, -l-- ' 

-lr-.*^, i,- lrn !t 2"4,>9rt ,
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02un-

Modi Prooerties Pvt. Ltd - Ernnlo-vee Exit - Check list

*<h;lr^Jrt,so;
Date of Leaving:

Sisn

12.


