[Company Logo]   [Company Name]
OFFER RELEASE CHECKLIST
	Candidate Name:
	[Candidate Name]

	Position:
	[Designation]

	Recruiter:
	[HR Name]

	Offer Approval No.:
	[Reference Number]



Phase 1 – Before Drafting (Recruiter)
  Offer approval form signed by all approvers
  Salary approval and CTC breakup final
  Joining date agreed verbally with candidate
  Candidate's legal name and address confirmed from ID
Phase 2 – Offer Letter Accuracy (HR Operations)
  Name, designation and grade correct
  CTC and annexure totals match approval
  Basic, HRA, PF and other components calculated correctly
  Joining date, work location and reporting manager correct
  Probation and notice period as per policy
  Special clauses reviewed and approved
  Acceptance deadline mentioned
  Signed by authorised signatory
Phase 3 – Release (Recruiter)
  Call candidate to explain offer and CTC
  Email signed offer as PDF from official ID
  Attach JD, CTC breakup and pre-joining document list
  Update recruitment tracker with offer date
Phase 4 – Acceptance Window
  Follow up within 48 hours if no response
  Answer candidate queries in writing
  Receive signed acceptance or acceptance email
  Inform hiring manager of status
  Keep backup candidate informed until acceptance
Phase 5 – After Acceptance (HR Operations)
  Initiate background verification
  Collect resignation acceptance from current employer
  Raise IT, email and asset requests
  Share joining instructions one week before joining
  Weekly connect during notice period
  Close requisition on job portals
	Offer released on
	 

	Accepted on
	 

	Confirmed Date of Joining
	 




	______________________________
Recruiter
[HR Name]
Date: [Date]
	______________________________
HR Operations
[Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
