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Checklist for Employee File
Employee Name: ____________________________________

	Resume
	

	
	

	Letter of Offer
	

	
	

	EDF
	

	
	

	Employment Agreement
	

	
	

	Copy of Qualifications
	

	
	

	Training Records
	

	
	

	Performance review records
	

	
	

	Letters of Complaint/Commendation
	

	
	

	Signed Employee Manual tear out
	


Comments:

