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DR REDDY’S LABORATORIES LIMITED









Date:
NO DUE CERTIFICATE

Name __________________________________________E.Code._____________________________ Desg.._______________________________

Sub-Band _________________________ Dept:_____________________________________             SBU : 
_______________________________                                                      
Dt. Of Joining. __________________________D.O. Resignation:___________________________ D.O. Relieving___________________________ 
	S.No.
	Department
	Dues with the Dept.
	Signature
	Remarks

	
	
	Payment
	Deduction
	
	

	1
	H.O.D (to whom he /  she is reporting)
	
	
	
	

	2
	Finance & Accounts

	
	a) Computer Loan
	
	
	
	

	
	b) Salary Adv
	
	
	
	

	
	c) Car Loan
	
	
	
	

	
	d) IOU
	
	
	
	

	
	e) Any other
	
	
	
	

	3
	HR / Administration
	
	
	
	

	
	a) Attendance
	
	
	
	

	
	b) EL Balance
	
	
	
	

	
	c) Canteen Deduction
	
	
	
	

	
	d) Transport Deduction
	
	
	
	

	
	e) LTA
	
	
	
	

	
	f) Medical
	
	
	
	

	
	g) Benevolent Fund
	
	
	
	

	
	h) Notice Pay
	
	
	
	

	
	i) Gratuity
	
	
	
	

	
	j) Amex / Club Cards
	
	
	
	

	
	k) Petro Card / Car
	
	
	
	

	
	l) Residence Phone/ Cell Phone
	
	
	
	

	
	m) Laptop
	
	
	
	

	
	n) Uniform /Shoe / Chappal/ Locker Key
	
	
	
	

	
	o) ID Card
	
	
	
	

	
	p) Visiting Cards
	
	
	
	

	
	q) Any other
	
	
	
	

	4
	H R Department

Exit Interview
	YES / NO
	
	

	
	Completed 6 months
	YES / NO
	If ‘No’:

Source of Recruitment: 

	5
	Training
	
	
	

	
	a) Library & Ankur
	
	
	

	
	b) Training Card
	
	
	

	
	c) cGMP Book
	
	
	

	6
	I S & Stores
	
	
	
	

	7
	Engg. Stores / WH
	
	
	
	

	“Friends Forever” is our communication tool to keep in touch with you. Once you register with us, you would get updates on opportunities in the organization, organizational performance information etc. You can also share your experiences working with Dr. Reddy’s on the portal.

	8
	Registration in 

“Friends Forever”
	YES / NO
	


Employee Permanent Address with Telephone Nos. for Dispatch









of documents & Cheque.
Employee Signature and Date

