[Company Logo]   [Company Name]
DOCUMENT SUBMISSION CHECKLIST
	Candidate / Employee Name:
	[Employee Name]

	Date of Joining:
	[Date of Joining]

	Category:
	Fresher / Experienced



Please bring the originals for verification (they will be returned the same day) and one set of self-attested photocopies.
A. Identity and Address – bring original and copy
  PAN card
  Aadhaar (masked copy showing only last 4 digits)
  Passport / Voter ID / Driving Licence (any one)
  Current address proof
  Permanent address proof
B. Education – bring original and copy
  Class 10 marksheet and certificate
  Class 12 / Diploma marksheet
  Graduation degree and all semester marksheets
  Postgraduate degree and marksheets (if applicable)
  Professional certifications / registrations
C. Experience – experienced hires only, copies
  Relieving letter / resignation acceptance from last employer
  Experience letters of earlier employers
  Last 3 months' payslips
  Form 16 or Form 12B for the current year
  Previous UAN details
D. Financial and Others – copies
  Cancelled cheque or bank passbook
  Passport-size photographs (4)
  Signed copy of offer letter
E. Pending Documents
	Document
	Reason Pending
	Promised By
	Received On

	[Document]
	[Reason]
	[DD/MM/YYYY]
	[DD/MM/YYYY]

	[Document]
	[Reason]
	[DD/MM/YYYY]
	[DD/MM/YYYY]

	[Document]
	[Reason]
	[DD/MM/YYYY]
	[DD/MM/YYYY]



Acknowledgement
I confirm that I have submitted the documents ticked above and will submit pending documents by the dates stated.

	______________________________
Signature of Employee
[Employee Name]
Date: [Date]
Place: [Work Location]
	______________________________
Checked by
[HR Name]
Date: [Date]
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