[Company Logo]   [Company Name]
DEPARTMENT CLEARANCE FORM
	Department:
	[Department]

	Date:
	[Date]



	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Head of Department
	 

	Successor / Interim Owner
	 

	Last Working Day
	 



1. Work Handover
	Activity / Responsibility
	Status
	Handed Over To
	Successor Signature

	[Activity 1]
	[Completed / Pending]
	[Successor Name]
	 

	[Activity 2]
	[Completed / Pending]
	[Successor Name]
	 

	[Activity 3]
	[Completed / Pending]
	[Successor Name]
	 



2. Records and Department Items
  Department files and registers returned
  Soft copies saved on shared drive
  Samples, demo kits or instruments returned
  Tools and equipment returned to section in-charge
  Department stamp or seal returned, if held
3. Pending Commercial or Approval Items
	Item (order, approval, customer balance)
	Reference
	Transferred To
	Remarks

	[Item]
	[Reference]
	[Name]
	 

	[Item]
	[Reference]
	[Name]
	 



4. HOD Recommendation
	Clearance status (Cleared / Cleared with remarks / Not cleared)
	 

	Recovery, if any (₹)
	 

	Remarks
	 




	______________________________
Head of Department
[Name]
Date: [Date]
	______________________________
Successor
[Successor Name]
Date: [Date]
	______________________________
Employee
[Employee Name]
Date: [Date]
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