[Company Logo]   [Company Name]
PERSONNEL FILE CHECKLIST
	Company:
	[Company Name]

	Applies to:
	All employees

	Owner:
	[HR Name]

	Version Date:
	[Date]



Stage 1: Pre-joining (Talent Acquisition)
  Approved requisition reference
  Offer letter and signed acceptance
  Background verification consent and report summary
Stage 2: Joining (HR Operations)
  Appointment letter, signed
  Employee personal information form
  Document checklist with verified copies
  PF Form 11 / declaration and UAN details
  ESIC declaration (if covered)
  Nomination forms
  Signed acknowledgement of code of conduct, POSH policy and IT acceptable-use policy
  Confidentiality agreement where applicable
Stage 3: During Employment (HR / Managers)
  Probation review and confirmation letter
  Increment, promotion and transfer letters
  Appraisal forms
  Training and certification records
  Change forms (address, bank, nominee)
  Conduct records in a sealed section, if any
Stage 4: Exit (HR / Finance)
  Resignation or termination letter
  Exit clearance form
  Full and final settlement statement
  Relieving and experience letters
  Records closure checklist
Never file here
1. Medical reports and health information (keep in restricted medical file)
1. Full Aadhaar copies
1. Bank statements beyond salary account proof
1. Unverified complaints or informal notes
Each document should be held only for as long as the retention schedule allows, in keeping with the Digital Personal Data Protection Act, 2023 and applicable labour laws.

	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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