[Company Logo]   [Company Name]
HR ONBOARDING CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Date of Joining:
	[Date of Joining]

	Employment Type:
	[Permanent / Contract / Intern]

	HR Executive:
	[HR Name]



A. Offer and Pre-Joining
  Offer letter issued and acceptance received within validity
  CTC breakup shared and agreed
  Background verification consent form signed
  Pre-joining document checklist sent
  Joining instructions sent (date, time, address, contact person)
B. Document Verification (Joining Day)
  Educational certificates – originals sighted, copies taken
  Experience and relieving letters from previous employers
  Last three salary slips or Form 16 (for tax computation)
  PAN card copy
  Aadhaar (last 4 digits / masked copy)
  Address proof (current and permanent)
  Passport-size photographs
  Bank account details with cancelled cheque
C. Statutory Registrations
  UAN collected or generated; KYC seeded
  EPF nomination and declaration form (Form 2 / Form 11) completed
  ESI registration done if gross wages are within the ESI ceiling
  Gratuity nomination form collected
  Investment declaration for TDS collected
D. Appointment and Policies
  Appointment letter issued; signed duplicate received
  Employee handbook shared and acknowledgement signed
  Code of conduct and POSH policy acknowledgement signed
  Confidentiality / NDA signed
E. Systems and Records
  Employee master created in HRMS
  Attendance and leave profile configured
  Payroll inputs shared with finance
  Emergency contact recorded
  Personnel file opened and indexed
F. HR Close-Out
	Item
	Status
	Remarks

	All documents received
	[Yes / No]
	[Remarks]

	Statutory forms filed
	[Yes / No]
	[Remarks]

	Pending items
	[List]
	[Follow-up Date]




	______________________________
Completed by
[HR Name]
HR Executive
Date: [Date]
	______________________________
Verified by
[HR Manager Name]
HR Manager
Date: [Date]
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