[Company Logo]   [Company Name]
EXIT CLEARANCE FORM
	Form No.:
	[Reference Number]

	Date Issued:
	[Date]



Part A: Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Work Location
	 

	Date of Joining
	 

	Date of Resignation / Separation
	 

	Last Working Day
	 

	Type of Separation (Resignation / Retirement / Termination / Contract End)
	 



Part B: Departmental Clearance
	Department
	Items to Check
	Dues / Recovery (₹)
	Cleared By (Name)
	Signature and Date

	Reporting Manager
	Handover note, files, pending work
	[Amount]
	[Reporting Manager]
	 

	IT
	Laptop, accessories, email and system access, software licences
	[Amount]
	[Name]
	 

	Admin
	ID card, access card, locker key, parking sticker, mobile / SIM
	[Amount]
	[Name]
	 

	Finance / Accounts
	Salary advance, loan, travel advance, expense claims, corporate card
	[Amount]
	[Name]
	 

	Stores / Library
	Tools, uniforms, books, safety equipment
	[Amount]
	[Name]
	 

	HR
	Exit interview, leave balance, insurance, PF and gratuity forms
	[Amount]
	[HR Name]
	 



Part C: HR Final Clearance
	Total Recoveries (₹)
	 

	Leave Balance for Encashment (days)
	 

	Notice Shortfall (days)
	 

	Exit Interview Completed On
	 

	F&F Released to Payroll On
	 

	Relieving Letter Issued On
	 



Employee Declaration
I confirm that I have returned all company property and documents in my possession, handed over my work, and have no further claims other than my full and final settlement. I agree that the recoveries recorded above may be adjusted against my dues.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
HR Manager
[HR Name]
Date: [Date]
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