     HUMAN RESOURCES DEPARTMENT

     Company name & address
Employee Orientation Check list

Company Information 







□
Introduction to all departments 





□
Salary


□ 

Provident Fund


□
WPPF 


□

Group Life Insurance

□
Attendance


□

Type of Leave


□
Food Allowance 

□

Food arrangements

□
Confirmation

□

Increment



□
Medical Bill/claim

□ 

Maternity bill


□
Extra duty allowance
□

TA/DA or Tour bill

□
ID card


□

Use of Mobile


□
Stationery


□

Training



□
Traveling


□

Use of Office vehicle/ Transport
□
Transfer


□

Resignation

 

□ Termination

□

Retirement



□
Final Payment
  
□

Academic Transcript

□ Code of Conduct

□

Updated Personal info

□

Other



□ 
………………………………………………………………
----------------

-------------------
For HRD



Signature of New Employee






Name:







Date
:
