[Company Logo]   [Company Name]
NEW JOINER DOCUMENT CHECKLIST
	Joiner Name:
	[Employee Name]

	Designation:
	[Designation]

	Date of Joining:
	[Date of Joining]

	Checked by:
	[HR Name]



A. Identity and Address
  PAN card copy
  Aadhaar – masked copy (last 4 digits visible only)
  One address proof (passport / utility bill / rent agreement)
  Two passport-size photographs (for ID card)
B. Education
  Highest qualification certificate (original seen and returned)
  Class 10 certificate (date of birth proof)
  Professional certificates or licences required for the role
C. Previous Employment (experienced joiners)
  Relieving / experience letter from last employer
  Last three months' payslips
  Form 16 or salary statement for current financial year
  UAN and previous PF member ID
D. Payroll
  Cancelled cheque or bank passbook copy
  Signed offer letter copy
  Income tax regime choice and investment declaration
E. Verification Record
	Document
	Original Seen (Y/N)
	Copy Retained (Y/N)
	Original Returned (Y/N)
	Remarks

	[Document]
	[Y/N]
	[Y/N]
	[Y/N]
	[Remarks]

	[Document]
	[Y/N]
	[Y/N]
	[Y/N]
	[Remarks]

	[Document]
	[Y/N]
	[Y/N]
	[Y/N]
	[Remarks]



Privacy notice: [Company Name] collects the details on this page only for verifying your identity, qualifications and payroll details at joining. Access is limited to authorised HR staff, and the record will be kept for the duration of employment and the retention period in the records policy, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.

	______________________________
Joiner
[Employee Name]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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