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JOINING FORMALITIES CHECKLIST
New Employee — Day 1 to Week 1


	Employee Name
	________________________________


	Position
	________________________________


	Department
	________________________________


	Start Date
	________________________________


	HR Officer
	________________________________



A. DOCUMENTS TO SUBMIT
☐  NRIC / FIN / Passport (original for verification, copy for records)
☐  Work pass (EP / S Pass / Work Permit) — if applicable
☐  Educational certificates and transcripts
☐  Past employment references or experience letters
☐  Bank account details (for salary crediting)
☐  CPF account details (for Singapore Citizens and PRs)
☐  Emergency contact information form (completed)
☐  Medical records / declaration form (if applicable)
☐  PDPA consent form (signed)

B. CONTRACTS & POLICIES SIGNED
☐  Employment contract / Offer letter (countersigned)
☐  Non-disclosure agreement (NDA)
☐  IT and data security policy acknowledgement
☐  Employee handbook acknowledgement
☐  Code of conduct acknowledgement
☐  Social media policy acknowledgement

C. PAYROLL & HR SYSTEM SETUP
☐  Added to payroll system with correct CPF rate (age band / residency)
☐  CDAC / SINDA / ECF / MBMF fund deduction configured
☐  SDL (Skills Development Levy) configured
☐  Leave entitlements set up in HR system
☐  Bank GIRO / PayNow set up for salary payment
☐  IR8A / AIS registered with IRAS (for new hires)

D. IT & ACCESS SETUP
☐  Company email account created
☐  Laptop / workstation provisioned
☐  Building access card issued
☐  System access granted (HRMS, email, project tools)
☐  Phone / communication device issued (if applicable)

E. ORIENTATION COMPLETED
☐  Office tour and facilities introduction
☐  Team introductions completed
☐  Introduction to direct manager
☐  30-day onboarding plan discussed
☐  Probation targets / KPIs set




	_________________________
HR Officer
Name: ___________________
Date:  ___________________
	
	_________________________
New Employee
Name: ___________________
Date:  ___________________
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