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Employee File Audit Checklist
Blank template
Review record categories and access responsibility. This is an inventory, not a repository of employee documents or a legal compliance assessment.
Do not enter employee names, Social Security numbers, banking details, medical details, identity-document contents or record links containing personal data. Keep restricted record groups separate from general personnel records.
Presence: Not reviewed / Present / Missing / Incomplete / Not applicable. Confirm applicable requirements, access and retention with the responsible specialist.
	Record category
	Owner
	Access group
	Presence
	Review date
	Missing record or review action

	Offer and employment arrangements
	________
	Authorized HR personnel
	________
	________
	________________________
________________________

	Role changes and job descriptions
	________
	Authorized HR and assigned manager
	________
	________
	________________________
________________________

	Policy acknowledgments
	________
	Authorized HR personnel
	________
	________
	________________________
________________________

	Training and qualification records
	________
	Authorized HR and training owners
	________
	________
	________________________
________________________

	Performance and development records
	________
	Restricted HR and assigned manager
	________
	________
	________________________
________________________

	Work authorization records
	________
	Restricted authorized HR reviewers
	________
	________
	________________________
________________________




Employee File Audit Checklist
Blank template
Review record categories and access responsibility. This is an inventory, not a repository of employee documents or a legal compliance assessment.
Do not enter employee names, Social Security numbers, banking details, medical details, identity-document contents or record links containing personal data. Keep restricted record groups separate from general personnel records.
Presence: Not reviewed / Present / Missing / Incomplete / Not applicable. Confirm applicable requirements, access and retention with the responsible specialist.
	Record category
	Owner
	Access group
	Presence
	Review date
	Missing record or review action

	Payroll and tax records
	________
	Restricted payroll specialists
	________
	________
	________________________
________________________

	Benefits administration records
	________
	Restricted benefits specialists
	________
	________
	________________________
________________________

	Medical and accommodation records
	________
	Separate restricted medical record group
	________
	________
	________________________
________________________

	Screening and background records
	________
	Restricted authorized screening reviewers
	________
	________
	________________________
________________________

	Employee relations and investigation records
	________
	Separate restricted HR and legal group
	________
	________
	________________________
________________________

	Offboarding and access closure records
	________
	Authorized HR and relevant IT owners
	________
	________
	________________________
________________________




Employee File Audit Checklist
Fictional example
Fictional category review dated October 20, 2026. No real employee or company data is included. Presence and review coverage do not establish validity, completeness or legal compliance.
Do not enter employee names, Social Security numbers, banking details, medical details, identity-document contents or record links containing personal data. Keep restricted record groups separate from general personnel records.
Presence: Not reviewed / Present / Missing / Incomplete / Not applicable. Confirm applicable requirements, access and retention with the responsible specialist.
	Record category
	Owner
	Access group
	Presence
	Review date
	Missing record or review action

	Offer and employment arrangements
	HR owner
	Authorized HR personnel
	Present
	10/20/2026
	

	Role changes and job descriptions
	HR owner
	Authorized HR and assigned manager
	Present
	10/20/2026
	

	Policy acknowledgments
	HR owner
	Authorized HR personnel
	Incomplete
	10/20/2026
	Fictional HR owner to obtain the missing acknowledgment through the approved system.

	Training and qualification records
	Training owner
	Authorized HR and training owners
	Missing
	10/20/2026
	Fictional training owner to locate the approved training status record.

	Performance and development records
	HR owner
	Restricted HR and assigned manager
	Present
	10/20/2026
	

	Work authorization records
	HR owner
	Restricted authorized HR reviewers
	Present
	10/20/2026
	




Employee File Audit Checklist
Fictional example
Fictional category review dated October 20, 2026. No real employee or company data is included. Presence and review coverage do not establish validity, completeness or legal compliance.
Do not enter employee names, Social Security numbers, banking details, medical details, identity-document contents or record links containing personal data. Keep restricted record groups separate from general personnel records.
Presence: Not reviewed / Present / Missing / Incomplete / Not applicable. Confirm applicable requirements, access and retention with the responsible specialist.
	Record category
	Owner
	Access group
	Presence
	Review date
	Missing record or review action

	Payroll and tax records
	Payroll owner
	Restricted payroll specialists
	Present
	10/20/2026
	

	Benefits administration records
	Benefits owner
	Restricted benefits specialists
	Present
	10/20/2026
	

	Medical and accommodation records
	HR owner
	Separate restricted medical record group
	Not applicable
	10/20/2026
	Fictional HR reviewer confirmed no record in this category is applicable to this example scope.

	Screening and background records
	HR owner
	Restricted authorized screening reviewers
	Present
	10/20/2026
	

	Employee relations and investigation records
	HR owner
	Separate restricted HR and legal group
	Not reviewed
	
	Fictional restricted HR owner to confirm applicable access before reviewing.

	Offboarding and access closure records
	HR owner
	Authorized HR and relevant IT owners
	Present
	10/20/2026
	


Review coverage is not record completeness
An evidenced review records an owner, restricted access group, presence and review date. Missing, Incomplete and Not applicable also require a follow-up action or reason. A reviewed missing record remains missing; this tracker makes no compliance verdict.
Reference information
EEOC recordkeeping requirements: https://www.eeoc.gov/employers/recordkeeping-requirements
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