	[Company Logo]
Insert logo here
	
	[Company Name]
[Company Address, Singapore]
[Tel: +65 XXXX XXXX  |  Email: hr@company.com]



EMPLOYEE EXIT CLEARANCE CERTIFICATE
All sections must be cleared before final salary is released


This form must be fully completed and signed by all relevant departments before the employee's last day. HR will withhold final salary payment until all clearances are confirmed.

EMPLOYEE DETAILS
	Employee Full Name
	________________________________


	Employee ID
	________________________________


	Department
	________________________________


	Job Title
	________________________________


	Last Working Date
	________________________________


	Notice Period Served
	[ ] Full notice served   [ ] Payment in lieu   [ ] Gardening leave



A. IT & SYSTEMS CLEARANCE
☐  Company laptop / desktop returned and wiped
☐  Mobile phone / tablet returned
☐  Email account deactivated
☐  All system access revoked (HRMS, project tools, shared drives)
☐  VPN access removed
☐  Company email auto-reply set up for handover period

	IT Officer Name
	________________________________


	IT Clearance Date
	________________________________


IT Officer Signature: _________________________

B. COMPANY ASSETS CLEARANCE
☐  Building access card / security pass returned
☐  Office keys returned
☐  Company vehicle returned (if applicable)
☐  Company credit card cancelled / returned
☐  Stationery, tools, or equipment returned
☐  Uniform / PPE returned (if applicable)

	Admin Officer Name
	________________________________


	Assets Clearance Date
	________________________________


Admin Officer Signature: _________________________

C. FINANCE & CLAIMS CLEARANCE
☐  All outstanding expense claims submitted and processed
☐  Company credit card balance settled
☐  Any salary advance or loan repaid
☐  Petty cash account settled

	Finance Officer Name
	________________________________


	Finance Clearance Date
	________________________________


Finance Officer Signature: _________________________

D. HR CLEARANCE
☐  Exit interview completed
☐  Handover note submitted and accepted
☐  All leave balances computed and settled
☐  Final salary computation prepared (including leave encashment, notice pay)
☐  IR8A / IRAS records updated for year-end
☐  CPF final contribution confirmed
☐  Work pass cancellation notified to MOM (for foreign employees)
☐  Relieving / experience letter issued

	HR Officer Name
	________________________________


	HR Clearance Date
	________________________________



E. FINAL SALARY RELEASE
	Final Salary Amount
	S$


	Leave Encashment
	S$


	Notice Pay / Deduction (if applicable)
	S$


	Total Final Payment
	S$


	Payment Date
	(MOM requires payment within 3 working days of last day)






	_________________________
HR Manager (Final Approval)
Name: ___________________
Date:  ___________________
	
	_________________________
Employee Acknowledgement
Name: ___________________
Date:  ___________________
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