[Company Logo]   [Company Name]
FINANCE EXIT CLEARANCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Employee Details
	Employee Name
	 

	Employee ID
	 

	Department
	 

	Last Working Day
	 

	PAN
	 

	Bank Account (last 4 digits)
	 



Amounts Recoverable from Employee
	Item
	Reference
	Outstanding (₹)
	Remarks

	Salary advance
	[Reference]
	[Amount]
	 

	Personal / vehicle loan
	[Reference]
	[Amount]
	 

	Travel advance not settled
	[Reference]
	[Amount]
	 

	Cash imprest / petty cash
	[Reference]
	[Amount]
	 

	Corporate card unsettled charges
	[Card last 4 digits]
	[Amount]
	 

	Total recoverable
	 
	[Amount]
	 



Amounts Payable to Employee
	Item
	Claim No.
	Approved (₹)
	Remarks

	Travel / conveyance claims
	[Claim No.]
	[Amount]
	 

	Medical / other reimbursements
	[Claim No.]
	[Amount]
	 

	Excess deposit or imprest refund
	[Claim No.]
	[Amount]
	 

	Total payable
	 
	[Amount]
	 



Tax and Payroll Notes
  Investment proofs received for final TDS calculation
  Corporate card cancelled on [DD/MM/YYYY]
  Net amount communicated to payroll for F&F
  Employee informed of the breakup
	Net Recovery / (Payable) to be adjusted in F&F (₹)
	 

	Finance Remarks
	 




	______________________________
Prepared by
[Accounts Executive]
Date: [Date]
	______________________________
Approved by
[Accounts Manager]
Date: [Date]
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