[Company Logo]   [Company Name]
EMPLOYEE SEPARATION CLOSURE CHECKLIST
	Employee Name / ID:
	[Employee Name] / [Employee ID]

	Last Working Day:
	[Last Working Day]

	Closure Review Date:
	[Date]



1. Payments
  Full and final settlement paid on [DD/MM/YYYY], reference [UTR Number]
  Gratuity paid or marked not applicable
  Pending reimbursements settled
  Recoverable amount, if any, received or decision recorded
2. Statutory
  Date of exit updated on EPFO portal
  ESIC exit updated, if covered
  Professional tax and labour welfare fund for final month remitted
  Form 16 issued or scheduled
  Statutory registers updated as applicable
3. Documents issued
	Document
	Issued On
	Mode
	Acknowledged

	Relieving letter
	[DD/MM/YYYY]
	[Email / Hand]
	[Yes / No]

	Experience letter / service certificate
	[DD/MM/YYYY]
	[Email / Hand]
	[Yes / No]

	F&F statement and letter
	[DD/MM/YYYY]
	[Email / Hand]
	[Yes / No]

	No-dues certificate
	[DD/MM/YYYY]
	[Email / Hand]
	[Yes / No]



4. Systems
  HRMS status set to separated
  Removed from payroll for next cycle
  Removed from group health and term insurance
  All IT and building access confirmed closed
  Exit interview data recorded in attrition report
5. Records
  Clearance forms, letters and F&F filed
  Retention period marked on file
  File archived with restricted access
6. Open Issues
	Issue
	Owner
	Target Date
	Status

	[Issue]
	[Name]
	[DD/MM/YYYY]
	[Open / Closed]

	[Issue]
	[Name]
	[DD/MM/YYYY]
	[Open / Closed]




	______________________________
Closed by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
HR Manager
Date: [Date]
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