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———— Bio-Data E
Note: Attach copy of Resume / Bio-data :

Application for post of

Qcc nun'\t, W Yc\“\ nod.(\r

Date of application

02 lnw\os2

Application through

o Advertisement O Referred by:

Personal Details:

Full Name

Age

?om S Qa MM O
32..ycars Date of Birth

05/40/.2.027

Fathers Name

k. Sedyanarayana

Address for "
Correspondence - oy \2.-\ -\ QA Q;\r'\ mﬁ;_\a.g%ou
Phone & Mobile

Permanent Address

% K3 Soklo
e

.
= - —

g/\w\r\,' v

Aadhar number

Category SC/ST/BC/ Open

Education:

Post Graduation

MieA (Erneance)

Name of college

QUPXQM Tndhidy e

Location Me Percentage marks (o /

Course type \B’Regug Course o Correspondence Course

Year of completion 9e\$ Medium of Instruction B@ish /Telugu/ Hindi
Dbﬁee/ Diploma >3 Com CRex, )

Name of college L) EQi ¢ : J e

Location Qo - bord ﬂf’m‘\% Eo'l.

Course type =Regular course o Correspondence Course

Year of completion ?_0 59 Medium of Instruction ELHEHSh /Telugu/ Hindi

Name of Inter/ Jr.

College Coatharm. Auvdor 0o \Neso
P Ft b Percentage marks Lo p

Year of completion 200% Medium of Instruction | English /Telugu/ Hindi
Name of school >'P i

Location 2; BT Percentage marks &0 .

Year of completion Ao O'G Medium of Instruction E‘x'lgljsh /Telugu/ Hindi

Page 1 of 4
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}err\-ﬂ}‘l oA Qb&ﬂ

Description of other

courses or diploma

Computer Skills:

MS Office = Good Average 0O Poor

MS Word _rGood OAverage 0O Poor

MS Excel 0 Good #Average 0O Poor

Auto CAD 0 Good OAverage werPoor .0 N.A.

Email LerGood OAverage O Poor

Other

Two Wheeler / Car:

Make Year

Family Details: Name Age Occupation/ Company/
Study Education institution

Father k. %Q*c{nquym- SL:;D —

i k. Pndhve SO | House Like o

Wife / Hiband P. ‘“\uveg.\r\ % | DYlvex oo veldele

Bother / Sister |k Ay yin 26 | BN (Rl B Sl

Brother / Sister | ) \iayeslh 34 Fuent mMewssye

Brother / Sister

Son / daughter P. %m\\ Q gy - d Dvine oyace t

Son/daughter | . E.}\pgtlun* lc\\; cth 1\ v

Son / daughter

Salary Details:

(Copy of 1 yr bank statement of salary account will have to produce at the time of employment)

Last Drawn Salary DL .00
Does the above salary | ESI: o Yes @No PF: 0 Yes @No
—— Conveyance: 0 Yes 0 No Mobile Allowance: o Yes o No
Expected Salary ¢ . 00O
Surety:
Can you provide 2 sureties from Govt. employees or employees of @%es oNo
reputed companies?
Surety 1: Name Company
Designation Your Relation
Surety 2: Name Company
Designation Your Relation
Commitment

Can you commit to work for a minimum of 2 years?

Jz’fes o No

Page 2 of 4
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Experience & Employment Details:

Y ears of experience in relevant field

g Yars 6. naondha

Name of Company

¢is Ramle Pux  I4d .

A4

Duration of employment years | From date: |&/12/202%) To date: | R6/0€).260

Location kusha gude

Designation esteten Mansiger (Ae\\vy)

Last drawn salary 0w o0 b

Number of employeesin | ~ Number of employees in

the company / branch? %) your dept. or division? L.\

Brief description of work [o)

handled by you, Teleoy, (’m4nMeor 2oyvice Lequesk
token . cund. Ausiney

Reason for leaving

Remarks: (For office use only — Do not write in this box)

)
BurinesS PreSsuxe, /e m{ﬂ.3 B0 a3

Name of Company

Mod? QPropexties pvtk [4d .

Duration of employment [ O mems | Pfom date: |R3/12./.2] | Todate: |2%/10/.20%
_ =GN 37w,

Location Anevia golly

Designation ?urm oxtlcer

Last drawn salary [ —

1645200
/

Number of employees in
the company / branch?

Number of employees in
your dept. or division?

\O =

T

Brief description of work
handled by you.

Prepoy?M .0 ., Qup lier Fdollaw

£
ps anad- AR\ . wiMen  bil\s &

St Ao e oo Reriale

Reason for leaving

Sal\a 1y Qesne

Remarks: (For office use only — Do not write in this box)

Page 3 of 4
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Name of Company ’:Stxb\ \’\a\ wd ER’E\’\C A prQ(\

- 2
Duration of employment ) !/, years | From date: |Q\/06/208Q To date: %0/\2/ 202
Location d/\e_@ yuold

i ; [
Designation Adrishrodale  oF oy
Last drawn salary | 4000 [
Number of employees in “ Number of employees in
the company / branch? @ (2 | yourdept. or division? “Z

Brief description of work
handled by you.

Coltechwvio,  §00 . MoRdoaw  books

T hawe  heundle AdelRaRns, and

Reason for leaving

Remarks: (For office use only — Do not write in this box)

Pb'bs_—\ic\mr\_nla Jlhere s Ao Grout.

Name of Comipany S Noavaya Clobal hfelr achog

Duration of employment |/, (/5 years | From date: | £.//2/2918| To daté: | (7/02) 20

Location Cheov LTJQLQ

Designation FTeachey

Last drawn salary {(). 000

Number of employees in : Number of employees in

the company / branch? 20 your dept. or division? L

Brief description of work | Mot . sl o A o W d

handled by you. 4 * YL% Q g
MQ&L %—1\;\\,99} 3

Reason for leaving CaYona

Remarks: (For office use only — Do not write in this box)

Ask for additional sheets if required.

Page 4 of 4



From: Date: 02 [ L1 1900g

POOS Q EC)W\\-{p O -
_L\‘:Lﬂm&d'—
RREEKULIEG

To,

HR Manager,
Modi Properties Pvt. Litd.,
M.G. Road, Secunderabad-03.

I have submitted my bio-data/ resume for a suitable post in your company and its associated
firms/subsidiaries.
I hereby certify/declare that the details given herein are true to the best of my knowiedge.

In case the information given by me is found to be un-true, I will be liable for consequences
thereon.

1 shall provide proof of last drawn salary as and when requested.

I shall provide letters of good conduct/recommendation from past employers as and when
asked for.

I further undertake to work for a minimum period of 2 years, if [ am offered employment in
your company.

Thank you.

Yours sincerely,

Signature _@9,
- .

Date: 2 /(r [2ot3

[




Remarks by HR: (For office use only — Do not write in this box)

Background — Personal 0 Good o Average 0 Poor

Background — Work 0 Good o Average o Poor o NA

Personality o Good 0 Average o Poor

Appearance 0 Good o Average o Poor

Communication skills o Good o Average o Poor

Recommendation o Employ o Reject o Short list & decide later
Recommended salary

Remarks by Divisional Manager: (For office use only — Do not write in this box)

Relevant experience 0 Good o Average 0 Poor o NA

Knowledge of subject 0 Good 0 Average o Poor

Recommendation o Employ o Reject o Short list & decide later
Recommended salary

Remarks by MD (For office use only — Do not write in this box)

Recommendation qﬁmploy o Reject o Short list & decide later
Recommended salary To..f oo }t(t A~ |.

S Y

\
vV / \ %‘3‘%“0‘@_@
ER
Offer Details 2 \ \ﬂy oo B

Salary offered s d‘oé 1(—*"_’ Date of joining o%[ “f W}
Vs I

Remarks:

g)cr ’E‘/xﬂv) "
mﬂuﬁﬂ alpuete, gt &




AAXIS BANK

HR/185199/RL/3870571023906
Date: October 12, 2023

MS. POOSA RAMYA

Madam,

Relieving Letter

This has reference to your resignation letter dated August 28, 2023. The Competent Authority has accepted the same and
you stand relieved from the services of the Bank as at the close of business on September 26, 2023.

You are advised that you will continue your obligations under the banking secrecy provisions to keep confidential all the
customer data and the other information in respect of the Bank’s business which have come to your knowledge while in
services of the bank.

We thank you for your confributions made during your services with the Bank.

We wish you success in all your future endeavors.

Regards,

Sura] Kumar
Human Resources
Axis Bank Lid.

Signature Not Verified

Digitally Signed by Suraj Kumar
Date : 12-Oct-2 05:08:12
Location : MUMBAI

This is a digitally signed document and does not require physical signature.

Axis Bank Ltd. HR Dept. Corporate Park-ll, 11th Floor, Behind Swastik Chambers, Sion Trombay Road, Chembur, Mumbai - 400071
Registered Office: "Trishul-3rd Floor Opp. Samartheswar Temple, Near Law Garden, Ellisbridge, Ahmedabad - 380006 Page 1 of 1



I‘AXIS BANK

HR/185199/EC/3870571023906
Date: October 12, 2023

TO WHOMSOEVER IT MAY CONCERN

Experien erifi

We certify that MS. POOSA RAMYA, Employee Number 387057 was working with Axis Bank Ltd. from December 29, 2022 to
September 26, 2023. Her employment details are as follows:

Last Designation Held - ASSISTANT MANAGER
Role : BRANCH:BRANCH RELATIONSHIP OFFICER
Location : KUSHAIGUDA HYDERABAD

We wish her success in all her future endeavours.

Regards,

Suraj Kumar
Human Resources
Axis Bank Ltd.

Signature Notaye ified
Digitally Signed by/ Suraj Kumar
Date : 12-Oct-2 :

05:08:10
Location : MUM

This is a digitally signed document and does not require physical signature.

Axis Bank Ltd. HR Dept. Corporate Park-ll, 11th Floor, Behind Swastik Chambers, Sion Trombay Road, Chemibur, Mumbai - 400071

Registered Office: "Trishul-3rd Floor Opp. Samartheswar Temple, Near Law Garden, Eliisbridge, Ahmedabad - 380006 Page 1 of 1



Generated on Sep 15 2023 11:50AM

: AXIS BANK LTD
i AXIS BANK
| PAYSLIP FOR THE MONTH OF JULY - 2023
EMPLOYEE NUMBER : 387057 BANK ACCOUNT : 922010067774575 STANDARD DAYS 31
NAME : POOSA RAMYA PF ACCOUNT - 387057 LOP DAYS -1
DESIGNATION ASSISTANT MANAGER JOINING DATE : 20-DEC-2022 REFUIND DAYS -4
POSTED LOCATION . 53857:KUSHAIGUDA HYDERABAD
EARNINGS MONTHLY RATE] CURRENT M ARREARS| TOTAL|] DEDUCTIONS TOTAL
BASIC 8,458.00 8,185.00| 282.00|8,467.00| PROFESSION TAX 200.00
HOUSE RENT ALLOWANCE 4,229.00 4,093.00] 141.00|4,234.00 | EMPLOYEE P F 1,800.00
LOCATION PAY 1,269.00 1,228.00 42.00{1,270.00
LEAVE TRAVEL ALLOWANCE 1,250.00 1,210.00 42,00 1,252.00
SPECIAL ALLOWANCE 6,162.00 5963.00] 205.00(6,168.00
MOBILE HANDSET ALLOWANCE 1,687.00 1,613.00 56.00 | 1,869.00
BROADBAND INTERNET 1,000.00 968.00 33.00{1,001.00
STATUTORY BONUS.. 1,400.00 1,355.00 47.00|1,402.00
GROSS EARNINGS | 25,463.00 GROSS DEDUCTIONS 2,000.00
NET SALARY PAYABLE |23,463.00
NET SALARY PAYABLE(IN WORDS) : TWENTY THREE THOUSAND FOUR HUNDRED SIXTY THREE ONLY
[ INCOME TAX CALCULATION FOR THE FINANGCIAL YEAR 2023 - 2024 ]
INCOME TAX CALCULATION
‘PARTICULARS CUMULATIVE ADD: PROJECTED  ADD: GURRENT _ ANNUAL DETAILS OF PERQUISITES !
(UP TOJUN 23) {FOR 8 MONTHS) (JUL 23) INVESTMENT DETAILS i
BASIC 25,002.00 £7,654.00 8,467.00 1,01,223.00 —
HOUSE RENT ALLOWANCE 12,546.00 33,832.00 423400  50,612.00
LOCATION PAY 3,765.00 10,152.00 1,270.00  15,187.00 SSnpLe T D?A‘:“:"s
LEAVE TRAVEL ALLOWANCE 3,708.00 10,000.00 1,25200  14,960.00 L“J
SPECIAL ALLOWANCE 18,281.00 49,296.00 616800 7374500 TROMANT | TOAMY TAX AT
MOBILE HANDSET ALLOWANCE 4,945.00 13,336.00 1,669.00  19,850.00 %
BROADBAND INTERNET 2,967.00 8,000.00 1,001.00  41,968.00 000  254.400.00 0.00 0.00
STATUTORY BONUS.. 4,153.00 11,200.00 140200  16,755.00 Total 0.00f
TOTAL 75,457.00 2,03.480.00 25.463.00 3,04,400 00 DETAIL OF TAX DEDUCTED T | CURRENT MONTH
SALARY FOR THE YEAR 3,04,400.00 MENT TAX AMTI
ADD : INCOME RECEIVED FROM PREVIOUS EMPLOYER SALARY 0.00 [DESCRIPTION
GROSS INCOME 3,04,400.00
LESS : STANDARD DEDUCTION 50,000.00
ADD : OTHER TAXABLE INCOME REPORTED BY THE EMPLOYEE 0.00
GROSS TAXABLE INCOME 2,54,400.00
Less: Deductions U/s 80CCD(1b), 8B0CCD(2) 0.00
INCOME CHARGEABLE TO TAX (ROUNDED OFF) 2,54,400.00
INCOME TAX DEDUCTION
TOTAL INCOME TAX PAYABLE 0.00
MARGINAL TAX TO BE RECOVERED FOR THIS MONTH 0.00
LESS TAX DEDUCTED AT SOURCE TILL CURRENT MONTH 0.00
REMAINING TAX PAYABLE/REFUNDABLE 0.00
TAX PAYABLE/REFUNDABLE PER MONTH 0.00

o ey



Generated on Oct 12 2023 6:47AM

I‘ AXIS BANK

AXIS BANK LTD

PAYSLIP FOR THE MONTH OF AUGUST - 2023

EMPLOYEE NUMBER . 387057 BANK ACCOUNT . 922010067774575 STANDARD DAYS - 31
NAME . POOSA RAMYA PF ACCOUNT . 3BTOST LOF DAYS .6
DESIGNATION . ASSISTANT MANAGER JOINING DATE . 29-DEC-2022 REFUND DAYS 1
POSTED LOCATION . §3957:KUSHAIGUDA HYDERABAD
EARNINGS MONTHLY RATE] CURRENT MONTH ARREARS| TOTAL] DEDUCTIONS TOTAL
BASIC 8,458.00 8,458.00 273.00|8,731.00 | PROFESSION TAX 200.00
HOUSE RENT ALLOWANCE 4,229.00 4,229.00/ 136.00{4,365.00 [EMPLOYEE P F 1,800.00
LOCATION PAY 1,269.00 1,269.00 41.06{ 1,310.00 | BENEVOLENT FUND 330.00
LEAVE TRAVEL ALLOWANCE 1,250.00 1,250.00 40.00{1,290.00
SPECIAL ALLOWANCE 6,162.00 6,162.00]  199.00|6,361.00
MOBILE HANDSET ALLOWANCE 1,667.00 1,667.00 54.0011,721.00
BROADBAND INTERNET 1,000.00 1,000.00 32.00]1,032.00
STATUTORY BONUS.. 1,400.00 1,400.00 45.00|1,445.00
GROSS EARNINGS | 26,255.00 GROSS DEDUCTIONS 2,330.00
NET SALARY PAYABLE |23,925.00
NET SALARY PAYABLE(IN WORDS) : TWENTY THREE THOUSAND NINE HUNDRED TWENTY FIVE ONLY
[ INCOME TAX CALCULATION FOR THE FINANCIAL YEAR 2023 - 2024 ]
INCOME TAX CALCULATION
PARTICULARS GUMULATIVE ADD: PROJECTED  ADD: CURRENT  ANNUAL DETAILS OF PERQUISITES
(P TOJUL 23) (FOR 7 MONTHS) (AUG 23) INVESTHENT DETAILS
BASIC 33,559.00 59,206.00 8,731.00 1,01,496.00
HOUSE RENT ALLOWANCE 16,780.00 29,603.00 4,365.00  50,748.00 R S s
LOCATION PAY 5,035.00 8,883.00 1,310.00  15.228.00 = A:J
LEAVE TRAVEL ALLOWANCE 4,960.00 8,750.00 1,290.00  15,000.00
SPECIAL ALLOWANGE 24,449.00 43,134,00 6,361.00 73944.00| TROMAMT ToNG - TRLANY
MOBILE HANDSET ALLOWANCE 6,614.00 11,669.00 172100  20,004.00 = A I R T
BROADBAND INTERNET 3,968.00 7,000.00 1,032.00  12,000.00 - e :
STATUTORY BONUS.. 5,555.00 9,800.00 144500  16,800.00 I [ Total 0.00
TOTAL 1,00,920.00 1,78,045.00 26,255.00 3,05,220.00 [DETAIL OF TAX DEDUCTED TiLL CURRENT MONTH
SALARY FOR THE YEAR 3,05,220.00 ELEMENT S——
ADD : INCOME RECEIVED FROM PREVIOUS EMPLOYER SALARY 0.00 [DESCRIPTION
GROSS INCOME 3,05,220.00
LESS : STANDARD DEDUCTION 50,000.00
ADD : OTHER TAXABLE INCOME REPORTED BY THE EMPLOYEE 0.00
GROSS TAXABLE INCOME 2,55,220.00
Less: Deductions U/s BOCCD(1b), 80CCD(2) 0.00
INCOME CHARGEABLE TO TAX (ROUNDED OFF) 2,55,220.00
INCOME TAX DEDUCTION
TOTAL INCOME TAX PAYABLE 0.00
MARGINAL TAX TO BE RECOVERED FOR THIS MONTH 0.00
LESS TAX DEDUCTED AT SOURCE TILL CURRENT MONTH 0.00
REMAINING TAX PAYABLE/REFUNDABLE 0.00
TAX PAYABLE/REFUNDABLE PER MONTH 0.00
LEAVE DETAILS
LOP REFUND DETAILS
EMP NO EMP NAME LOP TYPE FROM DATE TODATE
387057 Poosa Ramya [UNAUTHORIZED LOP 1-JUL-2023 1-JUL-2023




Umque Identification Authority of India

653:35/ Enrolment No.: 2081/12192/01510

To

T S

Poosa Ramya

W/O Poosa Suresh

HNO-3-32/A

CHEERYAL

CHEERYAL , KEESARA

Cheeriyal

K.v. Rangareddy Telangana - 501301
8886841661

Signatyre Not Verified

ATION
AUTHORITY @F INDIA 05
Oste 20714109 0736 37
uic

o ese6 Doy / Your Aadhaar No

7509 0820 0629

VID : 9131 4759 5301 7941
= esred, T° (LYo

"AADHAAR

i
Govemnment of India

T 83

Poosa Ramya

s 98/DOB: 06/10/1990
&y FEMALE

Issue'Daie: 17/12/2010

7509 0820 0629

Address:
i W/O Poosa Suresh, HNO-3-32/

darordaw | INFORMATION
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Aadhaar is a procf of identity, not of citizenship.

Aadhaar is unique and secure.

Verify identity using securs QR codeloffline

XML/online Authentication.

All forms of Aadhaar like Aadhaar letter, PVC Cards,

eAadhaar and mAadhaar are equally valid. Virtual

Aadhaar Identity (VID) can also be used in place of 12

digit Aadhaar number.

® Update Aadhaar atleastoncein 10 years.

® Aadhaar helps you avail various Government and
Non- Government benefits/services.

® Keep your mobile number and email id updated in
Aadhaar.

® Download mAadhaar app on smart phones to avail
Aadhaar Services.

8 Use the feature of lock/unlock Aadhaar/biometrics to

| ensure security.

B Entities seeking Aadhaar are obligated to seek due

consent.

L I B

Sl S

W/Dmm& 083 Sowb -3-32/, &,
&, B, .55;:-6 2.0.50m38, 75

i!aom 501301

CHEERYAL,
CHEERYAL , KEESARA, Cheeriyal, K.v

Rangareddy,
Telangana - '501301

7500 0820 0629

VID : 9131 4759 5301 7941
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= 1947 |

=4 help@uidai.gov.in | &P www.uidai.gov.in




OSMANIA UNIVERSITY yE 452875 -
CONSOLIDATED MARKS MEMORANDUM £
EXAMINATION:  B.Com. (YWS) MARCH/APRIL-2011 a
"‘"5 REF.NO. : 2810 DATE:  23/06/2011 A

S MAMED K RAMYA ROLLNO.T 1 5i-0v-00865 10

—<raHersNaMe: K SATHYANARAYANA =
- el
== PART | SUBJECTS MAX. | PASS | MARKS | YEAR OF | &

e, MAHK$5 MARKS |SECURED| PASSING |

|

o, 1 |
<| FIRST YEAR : ‘
»| ENGLISH 1 100 | 36| 4

AQ7

ADS |

|
*| GANSKRIT 1  (SEC.LANG) | 100 | 36| 47 |
! !
|
|
|
i
|
|

| TOTAL MARKS SECURED IN PART i

-~ SECOND YEAR : . | IN FIGURES : =
4| evausei2 100 | 36| S0 | AL0 | iincne: 193 i
E SANSKRIT II (sec.iLang) | 100 3&; 42 | AlO ;*** ONE NINE THREE #x =7
- : i ' ' PARTIDIV: =E-COND >-‘
oART FSUBICE TS THEORY MARKS | | PRACTICAL MARKS 58
MAX. | PASS | MARKS |[YEAR OF MAX. : PASS | MARKS
“=| FIRST YEAR MARKS ﬁARKS.SECURED PASSING ?MARKSFMARKS SECURED |
¥ BUSINESS ECONOMICS | 100 | 36| 41 on‘i e ]
T BUS.ORGC. AND MGMT. 0] 25| 33| A10 | 307 11} 15
<< FIN. ACCOUNTING Jo| 25| 36i-A0% || 30| 11} .22
= FUNDAMENTAL. OF 1.T. 70| 25| 35| S09 || 30| 11| 19
| #IND . H.CUL TURE S0 | 18( 32 |09 | == == ==

!

[

\ {1

-, | ]

' it
{ |

=¥ SECOND YEAR:.. 1
*ENVI . STUDLES 100 a0 | ato || ==

- ADVANCED ACCOUNTING 701 25| 25| Aa10;! 30| 11| 29

. BUSINESS STATISTICS 70 28 | 810{| 30| 11| 25| Al0

i FIN.SERVICES-B&RINSUR.| 70 25 | A10 || 30| 11| 22| A10

TAXATION 70 | 29 | A10 || 30| 11]. 29| A10

== e

it

il
o

A10

)
5]

|
1
|
i
|
i

rd R
nwm

“=| THIRD YEAR :

| CORPORATE ACCT. - 70
I COST & MANG.ACCT. 70
BUSINESS Lal 70
AUDITING TG
PRIN. OF MARKETING 70
RURAL MARKETING T0
*#SCI.AND CIVI. 050

| , |
30 | a11 (| 30| 11| 22 |aA1l |S&
27 1 ALl 305 11 9&1@.11 | ¥
i
1

|
l
| |
25 | A1l ] 30 11 19| Al
a
|
1

20 0 ALl 301 11 is | ALl |
38 | ALl 300 11 18 1AL BE
35 | A1l || 30, 11} :aofau ;

ac, *All " == | sz

nuanwnanm

!
o

o= | == :i_:-‘_
[}

ORI R R RN

o

e o panripwy SECUND P
#% SEVEN TW( SIX *= %

REGISTRAR

e

SYastodtostoctonyor £l
(CY TIET BUCE [EHCE | | Eosi ol Tagior b



YEAR
oF

UEHA

MARKS | MARKS
SECURED | SECURED| PASSING

LA

DATE:
ROLL NO.

U.E.

MAX.

MARKS
MARKS |SECURED

i i
} , _
- o = _
s vl Uy
i I - A
" , -4 e B V7
i ol il £ :
: A e |

OSMANIA UNIVERSITY P£289257

CONSOLIDATED MEMORANDUM OF MARKS
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v\u
% T 59 H
2 s o 2 X 4 £
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g it T U
AM." T i T
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i i
<T, { ;
£~
“f !
- % A

g Ghe feqt

in words
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REF NO.
PARENT(S) NAME




Modi Properties Pvt. Ltd — New Emplovee Joining — Check list

Name: P.Ramya Joining Date: e i
Designation: Accounts coordinator Division: Accountant
Company: Modi Properties Prepared by: Akhansha
Site/Project: Sign:
Scan Id No. Employee Sign:
: Status as on Status in 2 weeks
S1. No. Tk fiat date of joining | of joining.
(Yes /No/ NA) | (Yes/ No/ NA)
1. | Bio-Data fully filled and scanned? YES
2. | SSC Marksheet collected? YES
3. | HSC/Inter /Diploma Marksheet collected? YES
4. | Graduation Mark sheet//certificate collected? YES
5. | P.G. Marksheet/certificate collected? YES
6. | Experience Certificate collected?
7 Proof of salary _of previous companies collected?
) ( Salary Slip/certificate/ Form 16A)
8. | Relieving Letter collected?
9. | 4 Passport Size Photographs collected?
10. | 2 Postcard Size Family Photographs collected (ESI) ? YES
11. | Aadhar card collected? YES
12. | Photo ID Proof collected?
13. | PAN Card collected? YES
14. | 2 Reference Letters collected?
15. | Blood group certificate collected? B
16. | Employee ID Card form filled? - YES
17. | Bank Account opening form filled? YES
18. | Group Medical insurance - form filled? YES
19. | Introduction email/viber message sent to staff? YES
20. | Contact card sent on viber? YES
21. | Desk assigned? YES
22. | Laptop given? YES
23. | Employee has smart mobile phone? YES
24. | Added to respective viber groups? YES
25. | Employee email id created? YES
26. | Visiting cards issued? YES
27. | Uniform issued?
28. | Appointment letter signed? YES
29. | Job description details included in appointment letter?
30. | Employee visited relevant sites?
31. | Orientation given to employee?
32. | Additional software required: YES
Remarks:

Note: 1. Emmail, M-codex login & addition to viber groups must be done on first day of employment. 2.
30 minutes orientation program must be given by HR. 3. 30 minutes orientation program must be given
by IT team wrt email, staff login, viber & M-codex. 4. All above tasks must be completed within 2
weeks. 4. This form must be uploaded on HR Vacancy viber group at the time of exit and after 2 weeks
— along with label.



