
LEAVING FORMALITIES

Please tick the relevant options and support with material requisitions wherever required as per policy.

· Documentation
· Resignation letter accepted by supervisor
· Exit Interview

· Exit interview form

· Handover

· Clean / cleaned out

· Files orderly

· Handover report present

(Please list all KPIs / any ongoing and status of completion) 

· Insurance

· Health insurance removal
· Life insurance removal

· Staff Notification

· Mail all employees

· Accounts

· Notice pay deduction if applicable

· Loans /advance settlement if any

· Full and final settlement

· Certificate

· Certificate of employment


