[Company Logo]   [Company Name]
EMPLOYEE DOCUMENTATION CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Audit Date:
	[Date]



Part A: Pre-Hire Records
  Application / resume
  Interview evaluation sheets
  Signed offer letter
  Reference and background verification report
Part B: Joining Records
  Signed appointment letter
  Joining form and joining report
  PAN copy
  Aadhaar (masked copy)
  Address proof
  Educational and experience certificates
  Photographs and signature specimen
  Bank account details
Part C: Statutory Records
  UAN and internal PF declaration
  PF nomination (official EPFO process completed)
  ESIC details (if applicable)
  Gratuity nomination
  Tax regime declaration
Part D: Lifecycle Records
  Policy acknowledgements (code of conduct, POSH, IT use)
  Probation review and confirmation letter
  Increment and promotion letters
  Transfer letters
  Training records
	Document
	Status (Available / Pending / NA)
	Location (Physical / HRMS path)
	Remarks

	[Document Name]
	[Status]
	[Location]
	[Remarks]

	[Document Name]
	[Status]
	[Location]
	[Remarks]

	[Document Name]
	[Status]
	[Location]
	[Remarks]

	[Document Name]
	[Status]
	[Location]
	[Remarks]




	______________________________
Audited by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[Authorised Signatory]
Date: [Date]
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