[Company Logo]   [Company Name]
JOINING FORMALITIES CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation / Department:
	[Designation] / [Department]

	Date of Joining:
	[Date of Joining]

	HR Owner:
	[HR Name]



A. HR – Documentation
  Signed appointment letter received
  Joining form filled and signed
  Original documents verified and copies retained
  Background verification consent signed
  Nominee and family details declarations collected
  Personnel file opened
B. HR – Statutory
  UAN obtained or existing UAN collected and linked
  Internal PF declaration signed and EPFO formalities initiated
  ESIC registration done (if eligible)
  Gratuity nomination collected
  Entry made in statutory employee register
C. Payroll
  Employee created in payroll with CTC [CTC]
  PAN and tax regime choice recorded
  Bank account verified
  Salary structure and pay date communicated
D. IT and Admin
  Official email and system logins created
  Laptop / desktop issued with asset acknowledgement
  ID card and access card issued
  Workstation allotted
  Attendance / biometric enrolment done
E. Reporting Manager
  Welcome and team introduction done
  Role expectations and 30-day goals shared
  Buddy assigned
F. Policy Acknowledgements
  Code of conduct
  POSH policy and Internal Committee details
  Leave and attendance policy
  IT acceptable-use and confidentiality policy
Remarks / pending items: ______________________________

	______________________________
Checked by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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