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[CTC–HR&OPS–Staff Matters– F-7.2-d-058–IF/MA/SK]

[Employment Clearance Form– June_2022]

Employment Clearance Form 


	Name of Employee:
	

	Last day of Employment
	



	1. Meeting with HR/Admin 

	
	· Return of organizational assets to administration and receipt of resignation letter(if any)

	Confirmed by HR:
	
	
	
	
	

	                                   Name                           
	
	Date
	
	Signature



	2. Meeting with Line Manager

	
	· Desk emptied & Keys returned,

	
	· Files and other documents related to program are organized & Exit/ Handover Report completed

	
	· List of soft files on computer are provided and password (if any) of computer be provided

	Confirmed by Line Manager:
	
	
	
	
	

	                                   Name                           
	
	Date
	
	Signature



	3. Meeting with Finance

	
	· All project/ personal advances Liquidated

	
	· Any other reimbursements or outstanding credits liquidated 

	
	

	Confirmed by Finance Officer:
	
	
	
	
	

	                                   Name                           
	
	Date
	
	Signature



	4. Meeting with Management 

	· 
	· Exit Interview with Managing Director and or / competent authority 

	· 
	· Acceptance of Resignation Letter from HR

	
	

	Confirmed by

Director 
	
	
	
	
	

	                                   Name                           
	
	Date
	
	Signature



	5. Meeting with IT Department 

	· Handed over / IT has taken control of e-mail ID and Password that was in access of the employee

	· All Other IT related details are handed over and are in control of IT

	Confirmed by

Manager IT 
	
	
	
	
	

	                                   Name                           
	
	Date
	
	Signature



Signatures of the Employee: __________________________________________

Date: ____________________________________________
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