[Company Logo]   [Company Name]
ADMINISTRATION EXIT CLEARANCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



	Employee Name
	 

	Employee ID
	 

	Department
	 

	Work Location
	 

	Last Working Day
	 



Items and Facilities
	Item / Facility
	Issued (Yes / No)
	Returned (Yes / No)
	Recovery (₹)
	Remarks

	Employee ID card
	 
	 
	[Amount]
	 

	Access / swipe card
	 
	 
	[Amount]
	 

	Cabin, drawer and locker keys
	 
	 
	[Amount]
	 

	Parking sticker / pass
	 
	 
	[Amount]
	 

	Transport / shuttle pass
	 
	 
	[Amount]
	 

	Canteen card / coupons
	 
	 
	[Amount]
	 

	Company mobile / SIM (if admin-managed)
	 
	 
	[Amount]
	 

	Stationery, visiting cards, uniform
	 
	 
	[Amount]
	 



Accommodation (if applicable)
	Guest house / company flat address
	 

	Date of vacating
	 

	Inventory checked with employee (Yes / No)
	 

	Damages noted
	 

	Utility bills settled up to
	 



Security
	Access card deactivated on (date and time)
	 

	Security officer name
	 



	Total Admin Recovery (₹)
	 

	Admin Remarks
	 




	______________________________
Admin Executive
[Name]
Date: [Date]
	______________________________
Employee
[Employee Name]
Date: [Date]
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