A L L I A N C E  2U  G R O U P
EMPLOYEE EXIT HANDOVER TASK FORM
	Name:
	Tan Teck Leng
	Day/Date on Exit:
	28/2/2020

	Position:
	Assist Sales & Marketing Manager
	Superior:
	Mr. Lee Hock Seng

	Company:
	Chemie Alliance Sdn. Bhd.
	Department:
	Sales


	Handover Task
	Action
	Deadline
	Status of Follow-up

(To be completed by  the ‘action’ personnel) 

	To complete below task:

1. Customer current and future projects Update and Handover; In Weekly Report
2. Customer Contacts(Handphone number, Email, Job Title, etc), As per attached Excel Sheet(Customer update details)
3. Pending Sample Delivery(Customer, Person In Charge, and projects name), Weekly Sample Request Form. 
4. Customer enquiries/follow-up on Quotation, PO, Payments status, documentation etc; To list down item by item into Employee Exit Handover Task Form. 
5. Property of Company handover check list(Labtop, Labtop Bag, Handphone and Handphone accessories etc)List get from HR Dept / Alice
7. Other as to update by sales personal; 
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Done

Done

Done

Done
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28/2/2020
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28/2/2020
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