[Company Logo]   [Company Name]
EMPLOYEE RECORDS CLOSURE CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Last Working Day:
	[Last Working Day]

	Exit Type:
	[Resignation / Retirement / Termination / Death / Other]



A. HR Operations
  HRMS status changed to Exited with last working day
  Employee code marked deactivated in code register
  Date of exit marked for PF on employer portal
  ESIC exit updated (if covered)
  Removed from group insurance from [Date]
  Relieving and experience letters issued and acknowledged
B. IT and Admin
  Email, HRMS, VPN and application accounts disabled
  Biometric template and photo removed from attendance / access devices
  ID and access cards returned and destroyed
  Company devices returned and wiped
C. Finance
  Full and final settlement paid on [Date]
  Gratuity paid, if eligible (5+ years' continuous service)
  Form 16 to be sent to personal email after year-end
D. Records and Data Minimisation
	Record
	Action
	Location / Method
	Destruction Due
	Done By

	Personnel file
	Archive
	[Archive room / restricted folder]
	[DD/MM/YYYY]
	[Initials]

	Payroll records
	Archive
	[Payroll system]
	[DD/MM/YYYY]
	[Initials]

	Emergency contacts and family details
	Delete (no longer needed)
	[HRMS]
	Immediately
	[Initials]

	Working copies and email attachments
	Delete
	[Shared drives / mailbox]
	Immediately
	[Initials]



  Legal hold checked (no pending dispute or claim)
  Retention dates recorded in retention log
Data no longer required after exit is deleted, and archived records are held only for the retention period, as required under the Digital Personal Data Protection Act, 2023 and applicable labour and tax laws.

	______________________________
HR Operations
[HR Name]
Date: [Date]
	______________________________
IT
[Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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