           

HUMAN RESOURCES DEPARTMENT
       

Company Name & address
CLEARANCE NOTE FOR OUTGOING EMPLOYEE

	Name
	
	ID No
	

	Designation
	
	Department
	

	Working Place
	
	Joining date
	

	Application date
	
	Effective date
	


Dear Colleagues,

Put your comments/ note in the specified column with signature and date for issuing a clearance certificate against the above mentioned outgoing employee.
	Department
	Particular of Dues/liabilities notes
	Signature & Date

	Sales & Marketing

(Head of Department) 


	
	

	Sales & Marketing 

AGM


	
	

	Accounts H/O

(Head of Department)


	
	

	
	
	

	HR & Admin

(Head of Department)


	
	


Thanking You

                                                                         



           Date: April 26, 2011,
Manage , HRD                                                                                        
