Integrated Data Management Services Pvt Limited

CLEARANCE CERTIFICATION FOR RESIGNED STAFF

INSTRUCTION FOR F ILLING UP THE FORM

1. PETTY CASH:

a. The petty cash should be handed over to the BM/RM/Responsible Authority. BM/RM/Responsible Authority should verify the particulars and take custody of the balance cash amount and sign in the space provided.

b. BM/RM/Responsible Authority should record any extraordinary observation in the remarks column.

2. DOCUMENTS:

a. All documents including files and pending papers should be handed over to the BM/RM/Responsible Authority.

b. BM/RM/Responsible Authority should record the receipt of the documents and sign in the space provided. 

3. PAGER/CELL/OFFICE VEHICLE

a. Pager/Cell Phone/Office Vehicle should be handed over to BM/RM/Responsible Authority in good condition.

b. BM/RM/Responsible Authority should record the receipt of the same and sign in the space provided. 

4. COMPUTER/PASSWORD/LAPTOP/PRINTER

a. All computer systems including Monitors, Hard Disk, Printers, Modem, Mike/Laptop system(or any other accessories) (as applicable) should be handed over to the Hardware Department/BM/RM/Responsible Authority.

b. Hardware Department/BM/RM/Responsible Authority should record the receipt of the same, get the password and sign in the space provided.

5. WEB ACCESS RIGHTS

a. If the employee have rights to view the statement of holding in our www.integratedindia.in should be removed (but he used www.iepindia.net entry only.)

6. IEP MAIL ACCESS RIGHTS

a. If the employee had mail id given by IEP mail server, it should be deleted after his resignation. In 

       case he have Branch (Name) user id, the password should be changed.

7. RENTAL ADVANCE/OFFICE HOUSE

a. If the Rental Advance has been given, that has to be recovered when he is vacating the house. If the house is utilized by some other person of IEP, then it has be clearly indicated. Responsible Authority for sanctioning the Rental Advance should ensure that the above has been properly carried out and should give his signature in the space provided.

8. LOANS

a. The particulars will be filled in only by the HR Department.

b. HR Department should verify any balance due from the employee and if any dues are there, that has to be simultaneously collected/recovered. Authorized person in the HR Department should sign in the space provided.

9. STATIONERY ITEMS

a. All Stationery items used till now should be handed over to the BM  / RM /Responsible Authority.

b. The Responsible Authority should record the receipt of the same and sign in the space provided.

10. TDS PARTICULARS:

       a.      The A/cs Department should verify the TDS to be deducted from the employee and if any balance is there, then they have to intimate the  Personnel Department   for further follow-up. The responsible  authority   in the A/cs Department should sign in the space provided.
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