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Your new hire’s start date is quickly approaching, but are you ready?While you can collect some information before their first day, you’ll want to ensure you're prepared to gather and process all critical onboarding documents quickly and accurately. Knowing what to collect and share and when to do it can streamline the onboarding process and set a
professional tone from day one. Plus, getting paperwork out of the way early leaves more time for employees to meet their team, learn about your company, and get up to speed.To set a good first impression and get all the information you need to remain compliant, you’ll want to know exactly what forms and new hire paperwork you need to collect —
and by when. To help, we’ve compiled a list of the most common employee onboarding documents, so you can put your company’s best foot forward while protecting your business.{{rich-takeaway} } What are onboarding documents?Onboarding documents are a critical part of a new hire's first few days. They include internal policy acknowledgment,
payroll documentation, compliance forms, and more to help your company and the new employee clarify expectations, understand legal obligations, and share important administrative details. Most importantly, these documents are a physical representation of your working relationship with your employee. Of course, the specifics of these forms will
vary based on whether an individual is a full-time employee or contract worker, but the information collected ensures an individual is set up to work, get paid accurately, and excel at your company.Employee Onboarding ChecklistFrom company-specific forms to state and federal compliance documents, here are the 14 onboarding forms you’ll need to
collect from or share with a new employee to get them up and running quickly and efficiently.Internal New Hire FormsFirst, you'll typically share internal documents and role-specific onboarding forms with your new hires. Onboarding documents in this category relate to an employee’s relationship with your company, setting expectations for their
role, explaining company policies, and defining employment terms. Here’s a closer look at these internal onboarding documents.1. Job Offer LetterAn employee’s offer letter is a written contract outlining the terms of an individual’s employment with your company. It includes information like the new employee’s: Job titleJob descriptionCompensation
(salary, bonus, commission, etc.)Start dateLocation (remote, hybrid, in-office) You’ll want to secure a co-signed letter to prove that both your business and the individual being hired agree to the specifics outlined in the document. 2. Employment Contract / Contractor AgreementUnlike a job offer letter, an employment contract (or contractor
agreement for independent contractors) is a legally binding document. It typically contains all of the information listed above in the job offer letter, with a bit more detail around: Job information Length of employment (if applicable) Compensation Employee responsibilitiesBenefitsTermination termsNon-compete or confidentiality clausesThis
document ensures you and your new employee are on the same page at the start of their employment and can help protect your company should any disciplinary issues or legal disputes arise. 3. Non-Compete AgreementA non-compete agreement stops an employee from working for a rival organization or starting a similar business for a set time after
they leave your company, safeguarding your business’s innovative ideas and intellectual property. The duration of such agreements usually ranges from six months to two years. Just note that five states currently ban non-competes, so be sure to do your research and verify that the state your employee works in allows such agreements before asking
them to sign one. 4. Non-Disclosure AgreementA non-disclosure agreement, or NDA, is a legal contract between two parties agreeing to keep specific information confidential. It’s particularly useful if a new employee will have access to proprietary information, trade secrets, client lists, and business strategies as it ensures said employee cannot share
such information with a third party during or after their employment with your company. 5. At-Will AgreementAn at-will employment agreement acknowledges that your business or the employee can sever your working relationship at any time for any reason without notice. This new hire document is intended to give both your employee and your
business the flexibility to continue or end the employment agreement as needed.Please note that there are a few legal exceptions to at-will employment agreements. Businesses cannot terminate employees in a way that violates public policy, breaches employment and implied contracts, acts in bad faith, or discriminates against the individual. 6.
Employee HandbookAn employee handbook acts as a manual, helping employees understand your business and how to make the most of their time working for your company. It usually includes information like your mission statement, core values, company culture, code of conduct, policies, and procedures. It can also feature more tactical day-to-day
information like your dress code, organizational chart, and how to use and access your company’s HR systems. Having employees acknowledge they’ve read and understand everything outlined in your handbook can help protect your business in the event of future issues or legal disputes.7. Benefits BrochureYou'll also want to include a benefits
brochure detailing all the healthcare offerings, perks, and programs your company offers employees, as well as how enrollment works.Your benefits brochure should include information on your company’s: Vision, dental, and health insurance offeringsPaid time off (PTO) and leave policiesRetirement planStock optionsPerks (like employee wellness,
employee assistance programs, professional growth stipend, student loan reimbursement, child care stipend, and more) Federal and State FormsYou'll also want to ensure your business complies with state and federal regulations by collecting any identification and tax forms in a timely manner, including: 8. Form I-9, Employment Eligibility
VerificationA Form I-9 verifies an employee’s identity and eligibility to work in the United States. The first portion of the I-9 form must be filled out by your employee no later than their first day, and your business must finish the rest within three days of the individual’s start date. Your company will also need to visually verify an employee’s
identification documents, like a passport, driver’s license, or social security card. Here’s a full list of approved identity and employment authorization documents. 9. Form W-4, Employee’s Withholding CertificateA Form W-4 allows employees to tell their business how much money to withhold from their paycheck for federal income tax. The IRS offers
an online tax withholding estimator you can share with employees who need help filling out their W-4 form.10. Form W-9, Request for Taxpayer Identification Number and CertificationA Form W-9 is used to confirm an independent contractor’s taxpayer identification number (TIN) or social security number so your business can report their annual
taxable income to the IRS via a Form 1099-NEC.11. Any State Tax FormsSome states require new employees to fill out separate state tax withholding forms, so be sure to have any new hires residing in these states submit their state-specific forms and information. Employee InformationYou’ll also need to collect some basic information from your
employees and conduct an optional background check.12. Direct Deposit FormIf your employee wants their paycheck deposited directly in their bank account come payday, they’ll need to share their preferred bank account information with your payroll team.13. Emergency Contact Information FormWhile we all hope emergencies never happen, it
never hurts to be prepared. On an employee’s first day, have them share an emergency contact’s: Full nameEmail addressPhone numberRelationship to the individualWith this information on file, you can know who to reach out to should anything go awry. 14. Background CheckSome companies and industries might also require employees or job
candidates to submit to a background check. If your business is one such company, you’ll have to get an individual’s written permission before you have a third party run the screening.Background checks can verify various information including an individual’s employment, credit, criminal, and motor vehicle history. Businesses can also choose to
include drug tests in pre-hiring background checks. {{rich-highlight-1} }Why Onboarding Documents MatterOnboarding as a whole is designed to set your newest team members up for a smooth and successful career at your company. A strong onboarding experience can increase the likelihood that employees will be satisfied with their workplace and
even make them more likely to stay, according to Gallup.While paperwork might not be the most exciting part of hiring a new employee, the information you collect on day one can help start your employee-employer relationship off on the right foot. Onboarding documents aren’t only designed to help your company maintain compliance but they're
also helpful with teaching your employees about your culture, company policies, how you do business, and more.Here’s why onboarding documents are more important than you might think: They streamline data collection: Since few people enjoy filling out paperwork, it makes sense to get this tedious task out of the way as soon as possible. That way,
the rest of your new hire’s week can be spent getting up to speed and meeting their team, while your HR team has all the info they need to set up payroll, benefits, and system access for the individual.They help set expectations. By giving your new team members a clear description of their title, responsibilities, benefits, and compensation, your
business can help employees understand exactly what’s expected of them so there’s no confusion down the line. They mitigate risk. Again, having these signed legal documents on hand ensures your new hires understand your company’s procedures and policies and protects your business should any issues occur in the future. They ensure compliance.
With these documents, your business can ensure it is only employing individuals authorized to work in the US and withholding the correct amount from each paycheck for state and federal taxes.They help your employees navigate your workplace. Onboarding documents give employees a high-level overview of their new role and your business as a
whole. From your company mission to their day-to-day responsibilities, effective onboarding paperwork covers everything an individual needs to know to excel within their new job and your business.Storing Employee Onboarding Documents Using an HRISMany of these forms contain personally identifiable information (PII), meaning your company
needs to take the utmost care to keep them secure and confidential. That means storing them somewhere safe where only authorized users can access them. In the past, a filing cabinet with a key may have sufficed, but that’s just not going to cut it today for many modern employers. Luckily, a human resources information system (HRIS) can help.
Lattice HRIS gives businesses access to clean and trusted people data all in one platform. It can also help your organization: Streamline onboarding: Make new hires feel welcome with a rich, in-platform onboarding experience. Employees can easily share personal contact information, read and sign internal documents and agreements, and upload
identification documents from one platform. This helps break down onboarding into an easy-to-follow step-by-step process that doesn’t overwhelm new hires. Automate change management: Quickly build workflows that connect programs and policies, like sharing a new artificial intelligence (AI) use case policy with employees for their review and
signature.Manage employees proactively: Employers can make updates based on any field, status, or relevant milestone, making it easy to update teams and celebrate work anniversaries, for example. Integrate with other systems in your HR tech stack: Lattice HRIS connects to many best-of-breed vendors, so you can loop your most up-to-date
employee information into your existing payroll, benefits administration, time and attendance systems, and more.Plus, with all your people data in one place, Lattice HRIS can empower your HR team to move beyond administrative work to create strategic initiatives that can drive organizational efficiency, engagement, and performance.Streamlining
Employee Onboarding With Lattice HRISAn employee’s emotion-filled first day at their new job shouldn’t be spent completely buried in paperwork. Luckily, the right tools can help. With the right HR technology, like Lattice HRIS, your business can collect employee information and necessary forms from employees in a few clicks. With streamlined
onboarding, your employees can spend less time filling out documents and more time acclimating to their roles, engaging with their teams, and contributing to company goals.You only get one shot at a first impression, so make it count. Join the waitlist for Lattice HRIS and help your new hires find what they need quickly so they can get up to speed in
no time. Torward-looking teams are already replacing static systems with intelligent assistants that help them search, flag, interpret, and stay ready. Thanks to innovation in financial technology and new funding models, it’s possible to become a successful trader without investing your own money. Three trusted platforms for follower growth, and why
Goread.io has become the go-to choice for creators who want results without the risk. Orienting new hires and getting them up to speed with your systems and culture can involve a lot of paperwork, so the first day on the job usually involves a mountain of forms and policies. But take heart! Your onboarding documents don’t only have to be about
boring compliance and overwhelming first-day formalities. You can organize your onboarding documents and also sneak a little fun and inclusion into those checks and signatures. The documents you provide for your new starters can help set the tone for their future at your company, helping you to get to know them - and vice versa! So, which
documents should you include in your onboarding to set your new hires up for success? And how can you best help them to feel included from their first day? The new hire paperwork you provide and how you provide it will tell a new hire a lot about what you prioritize and what you expect of them, so it is important to be consistent and organized. In
this guide, we’ll walk you through the essentials of onboarding documents - and onboarding tips on everything from important compliance forms to personalized paperwork - and how they will contribute to a seamless and engaging start for your new team members. Onboarding documents are more than just a series of forms to be filled out; they are
the first tangible connection between your company and its newest members. Onboarding documents often encompass more than strictly HR documentation. While HR documents typically cover a broad range of employee management aspects, onboarding documents are specifically designed to integrate new hires into the organization. They include
legal and compliance forms, company-specific information, and role-specific materials, each playing a pivotal role in ensuring a smooth and informed start for new employees. A thoughtful onboarding document success kit will not only fulfill legal obligations but also impart a sense of belonging and clarity about the company culture, expectations, and
the journey ahead. A comprehensive onboarding paperwork checklist is essential to ensure a smooth and legally compliant start for your new hires - and will consist of two types of key documents: The foundation of any robust onboarding process is ensuring compliance with legal standards. This starts with preparing a comprehensive checklist of
necessary legal and compliance forms for new hires. These documents often include employment eligibility verification forms, tax withholding forms, and any industry-specific compliance acknowledgments. These forms must be up-to-date and accurately reflect current legal requirements, providing a secure legal framework for both the employee and
the company. Beyond legal necessities, company-specific onboarding paperwork is crucial in introducing new hires to your organizational ethos and operational specifics. This can range from detailed handbooks outlining company policies and culture to guides on internal systems and processes. Tailor these documents to clearly communicate what
the company stands for, your expectations, and how new hires can navigate their new workplace effectively. It’s about creating a welcoming narrative that aligns new employees with the company’s vision and operational dynamics from day one. The essential documents below help to ensure compliance and jump-start belonging in your company. They
may not all be provided at the same time, but by meticulously preparing and presenting them, you can create a structured (and reassuring) onboarding experience and start building trust. Employment Contracts and Offer Letters: The employment contract and offer letter are more than formalities; they are the first official communication that a new
hire receives, setting the stage for their role and relationship with the organization. These documents should clearly outline job responsibilities, compensation, benefits, and other employment terms. Ensuring clarity and transparency in these documents can help set clear expectations and build trust right from the start. Tax Forms and Government
Documentation: Tax forms and other government documentation are essential for compliance with legal and financial regulations. This includes forms related to income tax withholding, social security, and employment eligibility verification. Ensuring these forms are filled out correctly and processed promptly is crucial for both your employees and
the company’s financial and legal wellbeing. Benefit Enrollment Forms and Information: Introducing new hires to their benefits package is an important part of the onboarding process. Benefit enrollment forms and detailed information packets help employees understand and make informed decisions about their health insurance, retirement plans,
and other benefits offered by the company. Well-organized and clear information about benefits can enhance employee satisfaction and demonstrate the company’s investment in their well-being. Confidentiality Agreements and Non-Disclosure Forms: In many industries, confidentiality agreements and non-disclosure forms are key to protecting the
company'’s intellectual property. Present and explain them to new hires as part of your new hire paperwork - ensuring they understand the importance of security Invitations to join ERGs/BRGs: Employee Resource Groups (ERGs) and Business Resource Groups (BRGs) play a vital role in fostering diversity and inclusion within the organization. Inviting
new hires to join these groups as part of their onboarding can significantly enhance their sense of belonging and provide opportunities for networking and personal growth. These invitations should detail the objectives, activities, and benefits of participating in these groups, underlining the company’s commitment to diversity and inclusion.
Orientation to Mentoring and Buddy Programs: Do you have a mentoring or buddy program? Will you be connecting employees to peers to help jump-start their belonging and connection? Introducing new hires to employees across the organization is essential for their integration into the company culture. Orientation documents for these programs
should outline their structure, objectives, and how new employees can benefit from them, and where they can access critical support, guidance, and advice. You can use a tool like Enboarder to allow new hires to choose connections with whom they share common interests. Employee Onboarding Surveys: How was your new hire’s candidate
experience? What is their favorite kind of cake or ice cream, for birthday celebrations? Go-to gift card, for reward and recognition? What is their t-shirt size, for future swag? Onboarding is a fun time to gather information about employees, capturing their current experience and planning for future inclusion. Going digital and automating your
onboarding paperwork process helps streamline tasks and ensures a more consistent experience. It also elevates the overall experience for new hires - no matter who their managers are. Digital prompts, signatures, and reminders help companies create an onboarding process that is efficient and engaging. Offer employees (and managers) digital
prompts that help ensure they complete all the documents you need. These prompts will guide new hires through each step of their paperwork, providing timely reminders and clarifications. This not only speeds up the process but also enhances the new hire experience by making it more interactive and less overwhelming. When you’re choosing
onboarding software, be sure to look for these kinds of digital prompts that can be tailored to the specific requirements of different roles and deliver a more personalized onboarding journey. Electronic signatures can revolutionize the way your onboarding documents are processed. For example, with Enboarder, new hires can speedily sign online
documents through third parties like DocuSign or Adobe Sign - eliminating the need for physical paperwork. It’s a flexible process - especially for remote or hybrid workers - and also more eco-friendly! Automated onboarding software also offers robust solutions to protect sensitive information. By using digital onboarding tools, companies can
demonstrate their commitment to data security while providing a smooth and secure start for their new team members. Looking for more tips on onboarding team members working remotely? Check out our remote onboarding checklist. Enboarder’s platform is an optimal way to organize and deploy your onboarding paperwork and facilitate essential
connections in those critical first days. Read more about tools to create more authentic human connections at scale from day one in our eBook, “How Enboarder Creates Connection and Belonging at Work.” Become an Enboarder Insider! When you don't have standard onboarding documents, both new employees and your company will
suffer.Establishing a smooth onboarding process is therefore essential, as it directly influences the employee experience. And if the process is unclear, that will result in employee performance, engagement and retention.Research consistently shows that onboarding is not just a formality, it's a critical factor in employee retention, engagement, and
productivity.For example, organizations with a robust onboarding process see an 82% increase in new hire retention and over a 70% boost in productivity compared to those without structured onboarding.Thus, the most important part of an employee onboarding process entails handling and signing different employee onboarding documents which
cover employment terms to safeguard the interests of the organization, various government forms, and other major documents to ensure compliance with legal requirements.Want to improve your onboarding process? Start by creating clear, organized documents that help HR get what they need and help new employees understand their job
better.Employee onboarding documents are essential documents that are reviewed and signed by employees when they join your company for the first time.These new hire onboarding documents include legal, tax, and employment forms like contracts, W-4s, and I-9s. They ensure compliance with regulations and validate the employee's eligibility to
work.Other documents may include company policies, employee handbooks, and training materials. These help new hires understand workplace rules, benefits, and job expectations, creating a smooth start to their employment journey.When new people start a job, they need to read and sign important papers on their first day. These papers are part
of the "onboarding process" - how a company welcomes new employee.Some of these papers are required by the government. Others explain what the job involves or tell about the company. Having good, clear paperwork helps new hires feel comfortable and understand how things work at their new job.Besides meeting legal requirements, good
onboarding papers help new employees fit in better with the company and its way of doing things.When a new employee joins your company, you need to give them some important onboarding documents. Some are required by law, some explain your company’s rules, and others are about the job they will be doing. These are the most crucial
components of the offline or digital employee onboarding process.Here are the 14 necessary onboarding paperwork for employees.The first document your new employees should fill out is the W-4 form. The W-4 form is a federal tax document that determines the amount of federal income tax to withhold from the employee’s paycheck.It is completed
by employees before getting their first paycheck for determining how much federal income tax should be withheld from their pay. When filled accurately, this document ensures that your business withholds the right amount of taxes and avoids any problem with the Internal Revenue Service.Fill-up complex forms digitally anytime and
anywhere.Another important legal form to include in your welcome kit is the I-9 form. The I-9 form is a federal document used to verify the identity and employment authorization of individuals hired in the United States.This form confirms whether the individuals being hired in the US are who they claim to be and whether they have legal
authorization to work in the country. Federal laws require employers to complete this process, protecting them from legal issues related to unauthorized employment.An employment offer letter is the official document a new employee encounters, outlining job specifics such as position, salary, benefits and start date. It also serves as a formal
invitation to join the company. By having this letter signed by your newly hired employees you confirm the terms of employment thus protecting yourself from any future confusion.An employment agreement or contract is legally binding and defines the terms and conditions of employment such as job responsibilities, confidentiality clauses and
termination conditions. This document plays an important role in establishing clear expectations between employer and employee. The inclusion of both their obligations and rights makes it a protective measure that minimizes chances for disputes.NDAs are indispensable for protecting the confidential information of companies. When employees sign
an NDA they are bound by law to keep sensitive information secret so that the company's intellectual property rights or proprietary data remain secure.NDAs are indispensable for protecting the confidential information of companies. When employees sign an NDA, they are legally bound to keep sensitive information secret, ensuring that the
company'’s intellectual property rights or proprietary data remain secure. This agreement outlines the specific information deemed confidential, including trade secrets, business strategies, customer data, and any other proprietary knowledge that could potentially harm the company if disclosed.In addition to safeguarding business interests, NDAs
also help build trust between employers and employees. By signing an NDA, employees acknowledge their responsibility to maintain the confidentiality of critical information, which helps prevent leaks or misuse of sensitive data. This legal protection not only secures the company’s assets but also fosters a culture of accountability and integrity within
the organization.The non-compete agreement prevents employees from working with competitors or starting competing businesses within a certain period of time after leaving your company in some locations. This onboarding paperwork for employees helps to secure your business’s market position and intellectual property by preventing employees
from sharing critical knowledge with competitors.In addition to the federal W-4 form, employees in certain states must complete state tax withholding forms. These government forms serve the same purpose as the W-4 but are specific to state income tax.Like W-4, state tax withholding forms ensure that there is a proper amount of state income tax
withheld. Good documentation will prevent financial errors and ensure compliance with local taxation authorities.A direct deposit authorization form is an onboarding process documentation that allows the employer to deposit the employee’s paycheck directly into their bank account.Additionally, the details provided herein allow employers to transfer
salaries directly into employees’ bank accounts eliminating manual payroll processes for effectiveness as well as timely disbursement of staff incomes. This document provides a convenient way for both parties to manage payroll. The employee handbook acknowledgment is another employee onboarding process form. It is a form where an employee
confirms receipt and understanding of the company’s employee handbook. The employee handbook generally includes company policies, procedures, and employee expectations.For purposes of understanding company policies and procedures, employees sign an acknowledgment of an employee handbook. To understand what they've been taught and
what should be done about this behavior, we need to set clear guidelines and expectations for them.Completing benefits enrollment forms accurately is important to make sure employees get all the benefits they are entitled to. It includes benefits like health insurance and retirement plans.This stage is important to both the employees’ satisfaction
and the assurance that they will take full advantage of the company’s service.Collecting emergency contact information is very important because it is vital in ensuring that employees are safe.Although it is not a legal requirement, storing this information is crucial to efficiently dealing with emergency cases.A confidentiality agreement, often referred
to as a non-disclosure agreement (NDA), plays a critical role in safeguarding a company’s sensitive information. This onboarding form emphasizes the importance of keeping proprietary details, trade secrets, and other private data confidential.As part of the onboarding process, companies include confidentiality agreements to clearly define an
employee’s responsibility to protect confidential information. By signing this agreement, employees acknowledge their obligation to maintain discretion and prevent unauthorized sharing of sensitive information.In some cases, confidentiality agreements go beyond the typical scope of an NDA. Moreover, they may cover a broader range of sensitive
information, such as intellectual property, client lists, and internal strategies.This ensures comprehensive protection for the organization, reinforcing the importance of confidentiality in maintaining a secure and trustworthy work environment.The "at-will" employment acknowledgment confirms that the employee knows that their employment is "at-
will". This shows that either the employer or the employee is free to end the employment relationship at any time. This document is important for protecting the company from wrongful termination claims. It clearly states that employment is not guaranteed for any specific duration.The code of conduct agreement is another employee onboarding
process form that guarantees that employees know and commit to the rules of ethics and standards of the company. This essential tool is good not only for maintaining a high level of professionalism but also for preventing ethical misconduct.Read More: How to Onboard New Employees: Employee Onboarding GuideThe onboarding documents you
give to new workers shows them what your company is like. That's why you should make your onboarding paperwork neat and easy to understand. Good paperwork helps new workers know what they should do and where they fit in your company. It also makes them feel welcome and valued from day one. When you do this right, new hires start off
well and increase employee retention.When you create your welcome papers and decide how to give them to new workers, there are several practices for onboarding documents you should remember.Start your onboarding process by giving new employees clear tasks to read, sign, and complete. Try to make it fun and engaging. Consider using a
LMS.Share information about your company’s values, rules, and work culture.Give them useful documents that are specific to their team or job.Help them feel comfortable by including a list of common company terms and a guide to who’s who in the team.To make things easier, assign them a buddy. He should be an experienced one who can help
them learn and settle in.You can use tools like Danfe to organize and manage all onboarding documents in one place. It saves time and makes the process smoother.Most importantly, create an onboarding document checklist they need, so you don’t miss anything in the welcome kit.These employee onboarding documents are crucial for the smooth
conduct of the digital employee onboarding process. HR practitioners in the USA must prioritize key onboarding documents. Additionally, this ensures legal compliance and smooth employment relationships. A streamlined process protects businesses and supports new hires effectively.With digital onboarding solutions, you can easily transform this
form into digital onboarding forms that would be easy to access for both the employees and employers.Danfe also provides pre-built state and federal forms making your HR tasks easier and efficient for employee onboarding process automation. Moreover, You can personalize these forms on the basis of your organizational need making it easier for
the future use as well. Want new employees to thrive during those crucial first months? Onboarding documents are key.Onboarding documents set expectations, provide crucial guidance, and help new hires navigate their roles seamlessly.To help you empower new employees from day one, we explore 20 must have onboarding documents — including
tips and best practices. Let's get started.Why Onboarding Documents MatterOnboarding documents are essential, here's why: Streamline data collection: Getting paperwork out of the way early ensures hiring teams have more time to focus on training and integrating new employees into the company. Clear-up expectations: By providing a clear
framework for the employee-employer relationship, onboarding documents prevent misunderstandings. Minimize risk: By ensuring compliance with employment laws, onboarding documents safeguard your company against costly fines, penalties and legal battles. Promote employee integration: Onboarding documents facilitate the successful
transition of new hires into their roles by clarifying crucial information such as company culture, team dynamics, job expectations and more. 20 Onboarding Documents for New EmployeesBelow, we cover our top 20 picks to help you support new hires and pave the way for a rewarding employee-employer relationship.1. Offer LetterAn offer letter
formally provides a promising candidate with all the information they need to either accept a position, negotiate or move on. As such, it typically includes the following details: Job title Job description Job Location ( remote, hybrid, in-office) Job type (full-time, part-time) Job details Benefits and Compensation Contingencies and conditions Source Tips
and Best Practices Explain everything a potential candidate needs to know about the role and its expectations. Include a statement that the offer letter supersedes any other verbal discussions. This protects your business in the case of any misunderstandings or inconsistencies during the interview process. Refrain from including statements or
promises related to termination or compensation, as these can cause legal complications Give a candidate a reasonable amount of time to consider the offer. 2. Contract of EmploymentAn employment contract is an agreement between an employer and employee. It is governed by employment laws and outlines the conditions both parties need to
uphold during the employment term.As a legal document it generally covers the following: Employee details Role description and expectations The employment term Working hours Workplace conduct and policies Contract termination Compensation Disputes SourceTips and Best Practices Include all aspects of the contract from the outset. Seek
legal counsel for complex contracts. Consult your legal team to ensure that your employment contracts comply with all relevant labor laws and regulations. Use plain, simple language to aid understanding. Give new hires a reasonable timeframe to review the contract. 3. Non-Disclosure Agreement (NDA)A non-disclosure agreement is a contractual
agreement that prevents an employee from disclosing your company's proprietary information. The agreement remains valid even after their employment ends, protecting your company's valuable intellectual property.SourceTips and Best Practices Seek legal counsel to ensure that your NDAs comply with applicable location-specific laws and
requirements. To avoid legal complications, confidential or proprietary information must be clearly defined. Employee information forms allow you to compile accurate and comprehensive employee records. By centralizing key personal and financial and details, these records serve as the starting point for streamlined HR and administrative
processes. SourceTips and Best Practices Collect sensitive employee information via secure online forms. Strictly adhere to any data privacy laws. Consider setting up a secure portal to collect, track and store employee information. Establish clear policies and guidelines detailing how to securely handle employee information. 5. Payroll and Benefit
FormsPayroll and benefit forms allow you to collect all the necessary information needed to pay a new employee, register them for benefits or collect taxes on their behalf. As they are typically government-mandated, getting a new hire to complete without delay ensures compliance with your local labor laws.SourceTips and Best Practices Ensure new
employees understand pay dates, benefits and deductions If your company offers any benefits beyond the standard, explain them. Always check in with new hires after their first paycheck in case they have any concerns or questions. 6. Legal FormsLegal forms are those which an employee is required to complete by law. Depending on your location,
this may include tax or work eligibility forms. These important documents ensure compliance with local labor laws, protecting your company against costly legal action.Source Tips and Best Practices Seek legal counsel to ensure full compliance with any location-specific laws and employment requirements. Stay up to date with changes to employment
laws. 7. Welcome DocumentsWelcome documents provide much needed clarity and guidance to new employees. Beyond making new hires feel valued, these essential documents facilitate introductions, provide key company information and outline what to expect for the first few days. SourceTips and Best Practices Include branded company gifts for a
personal touch. Provide helpful links and access to any company wikis, intranets, or knowledge bases. Add a welcome letter from the CEO to motivate and inspire new hires. 8. Onboarding ChecklistAn onboarding checklist functions as a roadmap for a new employee's path to successful integration. It lists key activities and milestones, keeping
everyone involved in the process on track.SourceTips and Best Practices Tailor onboarding checklists to specific job roles. Set reasonable timelines for task completion to avoid overwhelming new employees. Regularly seek feedback from new hires to optimize your checklists and onboarding process. 9. Employee HandbookAn employee handbook is a
comprehensive guide and reference resource for new employees. It details crucial company information, sets clear expectations and fosters a positive work culture.Key elements covered in this vital resource include: Company mission, vision and values Code of conduct Company policies Compensation, benefits and perks Employee rights and
responsibilities Safety procedures Conflict resolution SourceTips and Best Practices Ensure your employee handbook is accessible and well-organized. Seek legal counsel to ensure compliance and accuracy. Provide practical examples of how important policies and procedures are applied in the workplace. Regularly update your handbook to ensure it
keeps up with changing regulations and company policies. 10. Compliance DocumentsCovering a range of topics such as safety, conduct and ethics, compliance documents play a crucial role in ensuring new hires understand and follow company policies, procedures and standards.SourceTips and Best Practices Keep up to date with relevant laws,
regulations, or industry standards to ensure your compliance documents remain accurate and up-to-date. Ensure compliance documents are reviewed by your legal team for accuracy, completeness and regulatory compliance. 11. Organizational ChartAn organizational chart provides a visual representation of your company structure. This handy
reference helps new employees understand how the company works, who to report to and how they fit into the bigger picture. SourceTips and Best Practices Ensure that your organizational chart is simple and easy to interpret. Update your organizational chart regularly to reflect changes in roles, reporting structures, or new appointments. 12.
Company and Event CalendarA company or event calendar provides new employees with a schedule of company-wide events, holidays, important dates and deadlines. Making this valuable information available keeps new hires in the loop and helps them stay organized.Tips and Best Practices Keep your company calendar organized and up-to-date to
avoid confusion. Set up a system with alerts and reminders of upcoming events, meetings, or deadlines. Ensure employees can access the calendar from various devices. If you have employees in multiple time zones, ensure your calendar always reflects accurate times for the different locations. Explore calendar tools that offer easy updates,
reminders and multi-device syncing for seamless management. 13. Company GuidesCompany guides offer a unique perspective into your company's history, culture, philosophy and competitive position. Armed with this knowledge, new employees can do their jobs confidently, with a clear understanding of how their work contributes to the company's
mission.Tips and Best Practices Incorporate visual elements to increase read rates. Ensure your guides are accessible across a variety of devices. Keep guides updated to account for any changes in company policies and processes. 14. Self-Paced GuidesSelf-paced guides are learning resources that empower new hires to learn new concepts at their
own pace. This makes them ideal for clarifying concepts, reinforcing learning and building on-the-job skills. Tips and Best Practices Ensure self-paced guides are designed for easy navigation and learning. Organize and deliver your guides via an internal knowledge base. Craft practical guides that walk new hires through systems and processes. Use
visuals such as screenshots and infographics to increase comprehension. Regularly seek new hire feedback to optimize your guides. 15. Training ManualsTraining manuals streamline the onboarding process and impart the skills new hires need to thrive in their roles. By supporting new employees through their formative months, these valuable
resources boost productivity and foster confidence.SourceTips and Best Practices Offer training manuals in a variety of formats to increase engagement and knowledge retention. Break complex concepts into parts for ease of understanding. Regularly update training manuals to reflect any changes in your policies, procedures, or technology.
Incorporate diagrams, charts and screenshots to illustrate concepts and enhance understanding. 16. Process DocumentsProcess documents detail workflows or standard operating procedures. This provides vital step-by-step guidance for role-specific and company workflows. Giving new hires access to these valuable resources: Builds proficiency
Increases efficiency Maintains consistency Boosts confidence and morale Reduces costly errors SourceTips and Best Practices Use different formats to appeal to different learning styles. Incorporate diagrams, screenshots and other visuals to increase comprehension. Keep process documents up to date to prevent misinformation and costly errors. Set
up a centralized location where employees can easily access the latest versions of your process documents. 17. Support ResourcesComprehensive support resources reduce stress and promote a positive employee experience. Key examples include: Lists of key departmental contacts Mental health resources Mentorship information Other role-specific
materials Tips and Best Practices Make support resources easy to find and use. Tailor support resources different job roles. Ensure new hires have access to mentors or buddies for additional guidance and support. 18. Product GuidesProduct guides provide in-depth knowledge of your products and services. With a deep understanding of product
features, benefits and applications, new employees have the edge they need to excel in their roles.SourceTips and Best Practices Ensure that product guides are easy to find and use. Incorporate interactive elements like quizzes and assessments to increase engagement and reinforce learning. Keep your product guides up to date to reflect changes to
your product offerings. 19. Feedback and Review FormsFeedback and performance review forms streamline the collection of valuable insights from new employees, their teammates and superiors. They keep track of new hire performance, encouraging reflection and a growth mindset. Beyond tracking employee progress, feedback and review forms
provide valuable feedback to help improve your onboarding process.SourceTips and Best Practices Get buy-in from new hires by explaining the value of review and feedback documents. To eliminate stress and confusion, ensure new hires know how and when to use these documents. Brand ToolboxA brand toolbox covers everything new employees
need to know about your brand. This includes your unique brand story and what sets you apart from competitors. It also covers your brand voice and how best to interact with customers. Ensuring that new employees understand your brand is a crucial step in delivering consistent customer service. And this, in turn, fosters brand loyalty.Source Tips
and Best Practices Keep your brand toolbox up to date to accurately reflect your unique identity. Ensure that your guide is easily accessible. Provide examples detailing how to express your brand across different channels. Wrapping UpYou only have one opportunity to make a lasting impression on new employees. Make it count — not only with an
efficient onboarding process but with informative documents that instill confidence from the first day. Every person starting a new job feels some level of stress and anticipation, eager to take on new challenges but also unsure of what they'll encounter. On top of that, they have to fill out a ton of paperwork that comes with a new position, which
doesn't always simplify the onboarding process. From the employment contract to company guidelines, new employees have to study a lot upon arrival and deliver the necessary documents on time for a smooth onboarding process. Below, we'll explore the types and examples of onboarding documents that new hires must complete and guarantee a
problem-free beginning at the company. Types Of Onboarding Paperwork Legal And Tax Onboarding Documents Legal documents ensure that both the employee and the company are on the same page. This means that both parties are informed about everything related to the new position, like roles and responsibilities, salary, and other expectations,
such as confidentiality agreements. As far as taxes are concerned, these documents are needed to determine the employee's income and eligibility to work in the country. Role-Specific Onboarding Documents These documents act as a guide for a new role, aiming to help employees succeed in it much faster. They cover everything from job
descriptions to training resources so that every new hire has instant access to all the tools and technologies needed to excel. As an employer, it's not enough to just hand out whatever document is necessary for the government, but also to make certain that no one feels confused during their first days in the company. Company-Specific Onboarding
Documents Every newcomer in your company must be completely informed of the ins and outs of your organization. They must know what's expected of them in terms of behavior, what the company's values are, how the culture is built, and generally, how you operate things. For example, if formal attire is needed, they must know it before arriving at
work with jeans. And if a misdemeanor such as harassment happens, they need to know about the reporting procedure. Pay And Benefits Onboarding Documents Your employees surely appreciate benefits, so it's important to inform new hires about these extra perks early on. Health insurance, extra days off, parenthood initiatives, or retirement
plans, all may need some personalization before you implement them in your new member's employment contract. For instance, they may require a dental care addition to their insurance or ask for more withholdings in their retirement plan. Every person is unique, and by planning their benefits plan collaboratively, you show them that the company
cares about their needs. 15 Most Important Onboarding Documents And Paperwork For New Hires 1. Offer Letter This is the document that confirms all the important details, like the job position, salary, benefits, and start date. Once employees receive the offer letter, they must review it carefully to ensure that all the details are correct before
accepting the job offer. This document also outlines their responsibilities, working hours, vacation and sick leave policies, and any other important information. 2. Employment Contract An employment contract tells your new hires all the details about their job. It's like a roadmap for your journey with the company. It covers things like the job title,
responsibilities, working hours, salary, and any extra perks. It's a legal agreement that makes sure everyone knows what to expect and what they're supposed to do. 3. Employee Handbook An employee handbook is basically the book of the company's golden rules. It includes everything newcomers need to know, from what to wear to how much
vacation time they get. It's also handy to have around because they can refer to it whenever they need to know their rights and responsibilities. 4. Benefits Forms Most companies offer desirable benefits like health insurance, retirement plans, and other goods. But before your new employees get too excited about all that, they have to make sure they
read all the paperwork you hand them and pick the stuff that works best for them. For example, they must check out health insurance options and see which one covers their needs best without costing too much. 5. Tax Forms Tax forms exist to make sure that your company withholds the correct amount of taxes from the employees' paychecks, as
required by the government, while also verifying their eligibility to work in the country. This process involves collecting some information from newcomers, like their name, social security number, and other details, to ensure that everything is compliant with tax regulations and laws. 6. Direct Deposit Authorization It's much more convenient and
secure for your employees to set up a direct deposit for their money since paper checks are outdated. By doing so, they make certain that their funds are transferred straight into their bank account without any delay. This means no more waiting in line at the bank or worrying about lost or stolen checks. Plus, direct deposit is a safe and reliable way to
receive payments. 7. Emergency Contact Information As a company, you want to make sure that you are always there for your employees, especially during unexpected events. To be able to reach out to them in case something happens, your new employees need to provide you with their accurate and up-to-date contact information. This includes their
phone number, email address, and emergency contact details. 8. Confidentiality Agreement You must remind your new hires of the importance of protecting sensitive company information. To maintain the security of sensitive data, they need to sign this agreement and show you that they understand how vital it is to keep the workplace safe and
secure. However, they should also know they can reach out to you in case they have questions or concerns. 9. Non-Disclosure Agreement A Non-Disclosure Agreement (NDA) is a legal document that keeps employees, contractors, or partners from sharing confidential information, trade secrets, or business strategies. This means they can't talk about
sensitive info with anyone else outside of the company. When someone signs an NDA, they agree to keep everything they learn during their employment or engagement with the company confidential. 10. Code Of Ethics Every company has its own unique set of values and ethical standards that shape its culture. By getting to know these, new
employees ensure that they're a great fit for the company and its team. They can start by reading up on the company's mission statement, code of conduct, and other policies that help define its culture. 11. Safety Procedures Your staffers' well-being matters. By taking the time to review safety protocols with your team, you're taking a step toward
identifying potential hazards and ensuring that everyone knows how to stay safe on the job. It's all about creating a culture of care and responsibility and empowering your team members to take an active role in their own safety. 12. Policies Acknowledgment All of your new team members must feel comfortable and happy in their workplace. That's
why they need to go over some of the policies to maintain a positive environment. From guidelines around social media use to what to do in case of harassment, these will protect everyone's respect and safety. 13. Intellectual Property Agreement If your new employees work on creating intellectual property, like software code or designs, it's important
to make sure that everyone's on the same page about who owns what. That's where this agreement comes in handy. With an intellectual property agreement, you can also protect your company's interests and have full control over the use and distribution of the work produced by your talents. 14. Performance Review Process New hires need to know
what's expected of them and how their performance will be evaluated. By setting clear expectations and goals, you can help them understand what it takes to succeed and make a meaningful contribution to your company. And when they know what to aim for, they can set their own goals and objectives. 15. Welcome Packet Lastly, your newest
additions to the corporate family deserve a big, warm welcome. Put together a packet with resources that will give them great insight into your company's culture and an overview of their onboarding process. The packet can also include personalized goods, like mugs, pens, notebooks, or a gift card. Conclusion These documents are surely essential
for a smooth onboarding process, but you may think that you will lose track. Thankfully, there's a solution to that, and it's employee onboarding software. Both you and your employees can easily organize and access all your essential documents with just the click of a button. Whether you need to review an offer letter or update emergency contact
info, it's a breeze for you and them. The software can even help you automate tasks like filling out tax forms so you have more time to focus on other important tasks. Plus, the system sends you reminders and notifications, so you'll never miss a deadline on important documents again. According to a report by the Human Capital Institute, 20% of
employee turnover happens within 45 days. This figure suggests that the process of onboarding new employees is a critical factor in retaining newly recruited talent: first impressions matter. And a major aspect influencing how effectively you pave the way for happy and productive employees is the quality of your onboarding documents. In this guide,
we will discuss what onboarding paperwork is and which documents you need to provide your new starters with when they join your company. We will also look at how to write onboarding documents and share a sample onboarding document template. You can use this as a checklist to help you guide your new employees on a path to success. What
are Onboarding Documents? Let’s start at the beginning: what is onboarding? And what is the difference between onboarding vs. orientation? Employee onboarding is the process of integrating new hires into the company. In contrast, orientation is more about showing new starters where the break room is and where different departments are
located. When done well, onboarding helps new hires feel welcomed and integrated, leading to job satisfaction which, in turn, results in increased employee engagement. Proper onboarding also leads to less turnover, higher employee motivation, and increased production. A crucial component of the offline or digital onboarding process is the quality
of onboarding documents you give your new starters on their first day working for you. These are the documents that new employees need to review and sign when they first join your business. These papers range from government forms to records specific to their role and to your business. Aside from legal requirements, the right onboarding
paperwork will help new hires get off on the right foot and blend into your company culture. Documents Required for Onboarding There is a range of onboarding documents that you need to provide new employees when they first join your company. Some are legal requirements; others relate to your company’s policies and procedures. Others again
are relevant to the role an employee will be undertaking. Generally speaking, though, they can be broken down into four categories of HR onboarding forms: Legal forms Job-specific documents Company-specific documents Payroll and benefits documents Let’s break these down. Here are the 8 must-have onboarding documents for new hires. W-4
Form Let’s start with the legal documents. The first thing you need to get your new hires to sign is a W-4 form. This is a tax document required in the United States for all new hires. The IRS uses it to determine how much pay should be withheld for taxes on every paycheck. You can download this directly from the IRS website. All new hires must
complete the W-4 form before they can receive their first paycheck. Unless you are in one of the nine states that do not have income tax, employees will also need to complete a State Withholding Certificate. This is required so that state taxes can be paid where appropriate. I-9 Form The other legally required form you need to include in your welcome
kit is the I-9 form. This is an employment eligibility form, and it must be completed and returned to you within 3 days of an employee’s start date. As an employer, it is up to you to verify that your hire can legally work based on their citizenship, visa, resident, and immigration status. If you don’t, you could end up with serious fines and penalties. You
do not need to submit the employment I-9 form or officially verify documents. However, will need to produce them if an immigration officer requests employee documents. Employment Offer Letter Now let’s move on to non-essential but arguably vital onboarding documents for new employees. The first of these is your employment offer letter. This is
your official offer of employment, and it should list the following important details: Job title Job description Start date Starting salary Direct manager Benefits eligibility Any contingencies, such as passing a drug test and/or background check The employee must sign a copy of the letter to officially accept the position and the terms contained in it.
Employment Contract Following on from the offer letter, you also need to provide new hires with an employment contract. This is a written agreement relating to their roles and responsibilities. An employment contract can include any of the following: General position responsibilities Wage or salary Employment duration Benefits Non-compete or



non-disclosure agreements (not required but recommended to protect your intellectual property, systems, and processes). Emergency Contact Info You should also include a document requesting emergency contact information for at least two individuals who you could call if an accident or emergency were to happen. You should ask for names, phone
numbers, and email addresses. Employee Handbook The next step is providing all the onboarding documents employees will need in order to understand and agree to your internal policies and procedures. This includes dress code, policies, company values, code of conduct, etc., and should be included in an employee handbook. Your employee
handbook should also include information about your company’s mission statement. This includes your goals, your overall purpose, and how you intend to get there (your strategic plan). This may vary by department. Make sure you include detailed information about your company’s time-off policy so that there’s no confusion later down the line. This
includes procedures for requesting PTO, vacation hours, sick days, jury duty, etc. Employees must sign an acceptance form so that you have written proof that they agree to comply with all your policies and procedures. Organizational Chart You also want new hires to understand the structure of your company and how they fit in from day one. The
best way to do this is by providing them with a copy of your organizational chart. An organizational chart is a diagram that visually conveys a company’s internal structure by detailing the roles, responsibilities, and relationships between individuals within an entity. This will help them understand who they report to and who reports to them. Payroll
and Benefits The final vital form you need to include in your onboarding documents welcome kit relates to payroll and benefits. Firstly, you need to collect all relevant data so that you can pay your new employees. For example, if your company offers direct deposit as a way of delivering paychecks, you need to provide new hires with a direct deposit
form. This document collects bank account details for processing payments, and it is the most efficient way to ensure new employees are paid on time from their first paycheck. You should also consider including a benefits brochure to introduce new starters to any additional compensation schemes that are available to them. This might include
medical insurance, career advancement opportunities, or retirement plans, amongst other benefits. How to Write Your Onboarding Documents Your onboarding documents represent one of the first impressions a new starter will get of your company. This is why it is important to create a well-organized onboarding paperwork process. It will help new
employees understand what’s expected of them and how they fit into the overall structure of your company. It will also help them feel comfortable and appreciated right from the start. In other words, it will set them off on the right foot for a productive employee lifecycle, right up until they reach your final offboarding process. There are a number of
onboarding best practices you should keep in mind when you write your onboarding documents and design your onboarding paperwork process Firstly, your onboarding process should include a mixture of actionable tasks the employee needs to sign, read, and do. Try to make it as interactive as possible. Secondly, make sure you include
documentation about your company culture and norms. Also, make sure to include team-specific resources that your new employee might need. Help new hires settle in by including a glossary of company jargon and a who’s who cheat sheet. Make the stressful onboarding experience more navigable by pairing your new hire up with a buddy: a more-
experienced team member who can show them the ropes. Consider using a document management system like Factorial HR to handle your entire onboarding process. You can make a number of savings with HR onboarding software, plus it makes the whole process much more streamlined, automated and efficient. Most importantly, make sure you
create and use an onboarding document checklist to ensure all new starters are provided with all vital documents in their welcome kit. Streamline your workflow with our Business Management Software. Sample Onboarding Documents Template Let’s finish by discussing the importance of using an onboarding document checklist to make sure your
welcome kits include all the important information. This will guide your new employees and help them transition into your company and their roles much faster. Aside from the new hire onboarding paperwork we have already discussed, your onboarding checklist should also include information on: New employee orientation Introduction to company
culture, mission and values Role of the employee Goal setting Job training Dates for check-ins Meetings with other employees or superiors If you’'re not sure where to start with your checklist, why not take a look at our sample onboarding checklist? You can use this free template to track each stage of your onboarding process. It covers everything
from publishing job offers to preparing your onboarding documents and welcome kits. This will help you welcome your new starters and help them quickly transition into the newest productive and motivated members of your team. Once your onboarding checklist is finished, be sure to check out the 100+ new hire onboarding survey questions we
have listed that will help you gain feedback!



