
Request to keep active e-mail ID of the Left Employee





Force Motors Ltd.   / Jaya Hind Industries 





Date: ___/___/______					To: ISD





From (Name of Dept. Head): 		





Dept Name / (CC No.):________________/______


 


 (Name of the Left Employee) Mr. / Ms.   _________________________________________________


(Emp. No.:___________) has left the organization and is relieved from his duties on (Date:___/____/______).  





However we expect the important correspondence to his e-mail Id (e-mail id: _________________________ ), till (No. of Days: ________) from outside parties. 





His correspondence need to be re-directed to e-mail Id: (e-mail Id: _________________________) (Name of the employee) Mr. / Ms. _______________________________________________________  (Emp. No.  __________)  till expiry of the above mentioned days automatically. 





The left employee e-mail Id will be blocked automatically after the no. of days mentioned.














Sign: Dept Head








