[Company Logo]   [Company Name]
HR DOCUMENTATION AUDIT
	Company:
	[Company Name]

	Audit Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Auditor:
	[Auditor Name]

	Files Sampled:
	[Number] of [Number] (active / exited)



Section 1 – Documents to Check in Each File
  Signed offer letter and appointment letter
  Joining form with personal and emergency contact details
  PAN copy and masked Aadhaar copy (last 4 digits visible)
  Education and experience documents verified
  Background verification report (if applicable)
  UAN and ESI details recorded
  PF, ESI and gratuity nomination forms
  Bank details and cancelled cheque
  Signed acknowledgement of code of conduct and POSH policy
  Confidentiality / IP agreement (if applicable)
  Probation confirmation letter
  Increment, promotion and transfer letters
  Warning or disciplinary records (with replies)
  Exit: resignation, acceptance, relieving letter, F&F statement
Section 2 – Sample Audit Grid
	Document
	File 1 [Employee ID]
	File 2 [Employee ID]
	File 3 [Employee ID]
	File 4 [Employee ID]
	File 5 [Employee ID]

	Offer and appointment letter
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]

	KYC (PAN, masked Aadhaar)
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]

	Nominations
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]

	Policy acknowledgements
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]

	Compensation change letters
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]
	[Y / N]

	Exit documents (if exited)
	[Y / N / NA]
	[Y / N / NA]
	[Y / N / NA]
	[Y / N / NA]
	[Y / N / NA]

	Completeness %
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]



Section 3 – Data Protection Checks
  Physical files kept in locked cabinets
  Digital files access-restricted by role
  No full Aadhaar copies stored unless legally required
  Medical and POSH records stored separately from personnel files
  Retention and destruction policy followed for exited employees
Section 4 – Findings and Remediation
	Finding
	Files Affected
	Action
	Owner
	Target Date

	[Finding]
	[Number]
	[Action]
	[Owner Name]
	[DD/MM/YYYY]

	[Finding]
	[Number]
	[Action]
	[Owner Name]
	[DD/MM/YYYY]

	[Finding]
	[Number]
	[Action]
	[Owner Name]
	[DD/MM/YYYY]



	Overall completeness score (%)
	 

	Re-audit date
	 




	______________________________
Auditor
[Auditor Name]
Date: [Date]
	______________________________
HR Head
[HR Name]
Date: [Date]
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