[Company Logo]   [Company Name]
IT EXIT CHECKLIST
	Employee Name / ID:
	[Employee Name] / [Employee ID]

	Last Working Day:
	[Last Working Day]

	Ticket No.:
	[Reference Number]



1. Hardware recovery
	Asset
	Serial / Asset Tag
	Received (Yes / No)
	Condition
	Recovery (₹)

	Laptop and charger
	[Serial No.]
	 
	[Good / Damaged]
	[Amount]

	Mobile phone / SIM
	[Serial No.]
	 
	 
	[Amount]

	Data card / dongle / headset
	[Serial No.]
	 
	 
	[Amount]

	Security token / smart card
	[Serial No.]
	 
	 
	[Amount]



2. Data and email
  Back up work files and transfer to [Reporting Manager]
  Set auto-reply naming the new contact
  Delegate or forward mailbox to manager for [number] days
  Transfer ownership of cloud drive files and shared folders
  Archive mailbox as per retention policy
3. Access revocation
  Disable directory / single sign-on account
  Revoke VPN and remote desktop access
  Disable ERP, CRM, HRMS and finance system logins
  Remove from code repositories and admin consoles
  Remove from collaboration tools and groups
  Remove MFA devices and wipe company data from enrolled personal devices
  Reset shared and service passwords known to the employee
  Deactivate building access card in coordination with Admin
4. Licences
  Reclaim office suite licence
  Reclaim paid SaaS seats
  Update software licence register
IT sign-off
	Access disabled on (date and time)
	 

	Total recovery amount (₹)
	 

	Remarks
	 

	IT Engineer Name and Signature
	 




	______________________________
IT Department
[Name]
Date: [Date]
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