[Company Logo]   [Company Name]
PERSONNEL FILE AUDIT CHECKLIST
	Audit Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Location:
	[Work Location]

	Auditor:
	[Auditor Name]

	Sample Size:
	[n] files of [N]



Section A: Completeness
  Signed appointment letter present
  Statutory declarations and nominations present
  Policy acknowledgements signed (code of conduct, POSH)
  Latest compensation letter present
  Exit documents complete for leavers
Section B: Accuracy
  Name, date of birth and joining date match HRMS
  Designation and department match payroll
  Bank details on file match payroll
Section C: Security and Privacy
  Files stored in locked cabinet or access-controlled folder
  Access list current and limited to authorised HR staff
  No full Aadhaar copies on file
  Medical documents held separately
  Conduct records sealed
Section D: Retention
  Files of leavers past retention period identified
  Destruction log maintained for destroyed files
Findings and Actions
	File / Emp ID
	Finding
	Risk (High / Medium / Low)
	Action
	Owner
	Due Date
	Closed On

	[Employee ID]
	[Finding]
	[Risk]
	[Action]
	[Owner]
	[DD/MM/YYYY]
	[DD/MM/YYYY]

	[Employee ID]
	[Finding]
	[Risk]
	[Action]
	[Owner]
	[DD/MM/YYYY]
	[DD/MM/YYYY]

	[Employee ID]
	[Finding]
	[Risk]
	[Action]
	[Owner]
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	Overall compliance score (%)
	 

	Summary for management
	 




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