
N{odi Properti Pvt. Ltd - New EmPl ovee Joini ns - Check list

Sl. No

IIniform, rvherever uired

Office Rules : T leave ,&uni form etc. circulars

Itemarks

I

ti

-20m aName:
sDivision:onDesi

11rr17oc
Yes / No/ N.nV'Done

Si

o

ect

SSC Marksheet collected?

HSc/lnter iDi loma Marksheet collected?

Description

1

4

Graduation Mark sheetllcertificate collected?

P.G. Marksheet/certifi cate collected?

Cefiificate collected?Ex5

S

ies collected?Proof of salary ofprevious comPan

S 6AormFb

Letter collected?Relievin1

8

1 Postcard Size Fami

collected?

collected?

Size Photo4P

9

10 Residence Proof collected?

Photo lD Proof collected?11.

PAN Card collected?l2

2 Reference Lette rs collected?13.

certil'icate collected?Blood14.

Em ID Card form filled?15.

Bank Account form filled?

Task to be exPlained?

Send introducti on email/inform throu

work area or arran

viher to staff

Desk
areDesk -2.

.)

5
vide

abilSlM.CUG Airlel new connectiolt/

Smart mobile one - check /

Viber - Add irt Grou6

'7

Visiti Cards

ee email IDCreate em

8

10.

Seeqr"-,0

AS

i shna Joining Date:

Preoared by:

Sien:
Status

l.

J.

16.

l.

4.

9.



Modi Prooerties . Ltd- New Emolovee Joinins - Check list

Name J Date - ol- 20
Desi on N u Division:

.|M d

S ect S

Sl. No. Description Status
Yes / No/ NA,/ Done

SSC Marksheet collected?

2 loma Marksheet collected?HSC/lnter

3 Graduation Mark sheet//certificate col lected?
4 P.G. Marksheet/certificate collected?

5 Certificate collected?

6
Proof of salary of previous companies collected?

Form 16,4S

7 Relievin Lefter collected?

8 4 Pas s collected?Size Photo

2 Postcard Size Famil collected?Photo

Residence Proof collected? e9
il. Photo ID Proof collected?

12. PAN Card collected?

l3 2 Reference Letters collected?

certificate collected?Blood

ID Card form filled?
16. Bank Account form filled?
17. P.F. Declaration form filled?
l8 E.S.l. Declaration form filled?

Task to be explained?

l Send introduction emaiUinform viber to staff
2 work area or DeskDesk -

3 com

4 SIM - CUG Airtel new iliconnection/
5 - check /Smart mobile ide
6 Viber - Add in S

7 Create email ID
8 CardsVisit
9 wherever uiredUn

t0.
, & uniform etc., as circ ularsOffice Rules : T

Remarks:

I

I

9.

10.

s

t4.

Ieave

15.



29 - ol- 2ol9MOHAMMED 4NNAR GAI'crName:
tD{C6-Division:3UN1OR CIVIL CNhINEf

C

Ui tt" Crdnidr, kor,rkur'
Status

Yes / No/ NA"/ DoneDescriptionSl. No.

\erSSC Marksheet collected?

Yloma Marksheet collected?HSC/Inter /D2

cjMark sheeV/certifi cate collected?Graduation

Y!.rP.G. Marksheet/certifi cate collected?4

5 ence Certificate collected?Ex
Proof of salary ofprevious companies

certiflcate/ Form 16AS

collected?
6

Letter collected?Rel7

Yr.r8 collected?Size Photo4P

s collected?9

lc Residence Proof collected?

YotPhoto ID Proof collected?11.

)er12, PAN Card collected?

2 Reference Letters collected?

certificate collected?

YoaID Card form filled?Em

16 Bank Account form filled?

Task to be explained?

Send introduction emaiVinfonn throu viber to staff

work area or DeskemDesk -2

J ter access/l

4

- check /Smart mobile de5

Viber - Add in S6

7 email IDCreate em

8 Vis Cards

Uni wherever

l0 circulars& uniform etcleaveOffice Rules : T as

Remarks:

Modi Prooerties Prt. Ltd - New Emplovee Joining - Check list

Joining Date:

Desimation:

Modi Proeo'Hc.r ?vb LLd' Prepared by:

Site/Proiect: sim:

I

J.

2 Postcard Size FamilY

13.

14. Blood goup

15.

I

Laptop - Arrange

SIM - CUG Airtel new connectior/portability

9.



MoeliPropcrties Pvt. Ltd - New Employee Joininc - Check list

Name: AA5 utturr- ?\tt:\t^ Joining Date: &.\-ol-za1
Designation C-t\(yrfnreraZ- Division:

Company r4cot PL*(LTW\ Prepared by:

Site/Proiect: GVo L Sign:

Description Status
Yes / No/ NA,/ Done

I SSC Marksheet collected? Veq
2 HSC,{nter /Diploma Marksheet collected? vt,\

Graduation Mark sheeV/certificate collected? Veq
1 P.G. Marksheet/certifi cate collected?

5 Experience Certifi cate collected?

6
Proof of salary ofprevious companies collected?
( Salary Slip/certificate/ Form 16A) Y<S

't Relieving Letter collected? Yes
tt 4 Passport Size Photogaphs collected? Ye:
I 2 Postcard Size Family Photographs collected?

Residence Proof collected?

u Photo ID Proof collected? \e8
12. PAN Card collected? 'les
13. 2 Reference Letters collected?

14. Blood goup certificate collected?

15. Employee ID Card form filled? 'l nc
16. Bank Account form filled?

Task to be explained?

I Send introduction emaiUinform through viber to staff
2 Desk - employee work area or arrange Desk

J Laptop - computer access/laptop

4 SIM - CUG Airtel new connecti on/portability

5 Smart mobile phone - check / provide

Viber - Add in Groups

7 Create employee email ID

Visiting Cards

9 Uniform, wherever required

10. Office Rules : Timings, leave policy, & uniform etc., as per circulars

Remarks:

Sl. No.

J.

10.

6.

8.



- New _C lisrJo

Name:
Date:Jo -2

atlon:Des Division:

Site/Pro ect: Si

Sl. No Description Status
Yes / No/ NA,/ Done

SSC Marksheet col lected?
LA

2 loma Marksheet collected?HSC/Inter /D <-t
J sheeV/certifi cate collected?Graduation Mark

<4
4 P.G. Marksheet/cenifi cate

Certificate collected?

6 ected?fProo of ofsalary coprevlous companles
S ormF 6A

7 Relievi Letter collected?

4P Size Photo s collected? LI
9 2 Postcard Size Fami collected?
t0. Residence Proof collected?

Photo lD Proof collected? 1)
I2 PAN Card collected?

13. 2 Reference Lefters collected?
\4 certificate collected?Blood u

15. ID Card form filled?

Bank Account form filled?
17. P.F. Declaration form filled?
l8 E.S.I. Declaration form fi lled?

Task to be explained?

Send introduction viber to staffemaiUinform

Desk - work area or Desk
3

4 SIM - CUG Airtel new iticonnecti
5

- check /Smart mobile ide
6 Viber - Add in
7 Create email ID
8 Visitin Cards

Uniform, wherever uired

leave c irc ulars
Office Rules : T & uniform etc. AS

Remarks

I

collected?

^lh5.
94

8.

\u
I l.

16.

l.

2.

9.

10.


