[Company Logo]   [Company Name]
EMPLOYEE EXIT ASSET CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation / Department:
	[Designation] / [Department]

	Resignation Accepted On:
	[DD/MM/YYYY]

	Last Working Day:
	[Last Working Day]

	Target Date for Clearance:
	[DD/MM/YYYY]



A. IT Department – Owner: [IT Executive Name]
  Laptop / desktop with charger and bag – Asset ID [Asset ID]
  Mouse, keyboard, headset, docking station
  External drives / data cards issued
  Software licence keys / dongles
  Hardware tokens / MFA devices
B. Administration – Owner: [Admin Name]
  Company ID card
  Access card / biometric removal
  Office, cabinet and pedestal keys
  Company mobile handset and SIM
  Company vehicle with documents and keys
  Fuel card
  Parking sticker / transport pass
  Visiting cards and stationery stock
C. Finance – Owner: [Finance Executive]
  Corporate credit card returned and cancelled
  Salary / travel advance settled
  Imprest / petty cash settled
  Pending expense claims submitted
  Company loan balance confirmed
D. Own Department – Owner: [Reporting Manager]
  Files, documents and records handed over
  Product samples / demo kits returned
  Tools, instruments and testing equipment returned
  Uniforms, safety shoes and PPE returned (where applicable)
  Client materials and project documents handed over
  Handover note prepared and accepted
E. HR – Owner: [HR Name]
  Library books / training material returned
  Original certificates (if any held) returned to employee against receipt
  All department sections signed
  Recoveries for unreturned items communicated to employee
  Clearance passed to payroll for F&F
Pending Items Summary
	Item
	Department
	Action Required
	Target Date
	Status

	[Item]
	[Department]
	[Action]
	[DD/MM/YYYY]
	Open / Closed

	[Item]
	[Department]
	[Action]
	[DD/MM/YYYY]
	Open / Closed

	[Item]
	[Department]
	[Action]
	[DD/MM/YYYY]
	Open / Closed




	______________________________
IT
[IT Executive Name]
Date: [Date]
	______________________________
Administration
[Admin Name]
Date: [Date]
	______________________________
Finance
[Finance Executive]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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