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Format No.

Rev. No. & Date:
	Human resources department

monthly audit

	AUDIT NO.
	AUDIT DATE
	AUDIT TIME / DURATION
	REFERANCE STANDARD

	
	
	
	

	DOCUMENTS AND RECORD AUDIT

	#
	DOCUMENT / RECORD NAME
	I.D. NO.
	REV.
	REV.DATE
	STATUS
	REMARKS

	A.  EMPLOYEE RCORDS / ORIGENTATION RECORDS

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	B.  PERFORMANCE / IMPROVEMENT RECORDS

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	C.  TRAINING RECORDS / DOCUMENT VERIFICAITON

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	D.  PAYROLL | WAGES 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	E.  PERSONAL FILES

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	REMARKS

	

	AUDIT COMPLETED BY / SIGN.
	MANAGER – HUMAN RESORUCE / SIGN
	AUDIT CLOSED STATUS

	
	
	


