
 
 
 
 
 

FREE HR TEMPLATES/CHECKLISTS 
HR SETUP ROADMAP – FIRST 90 DAYS 

 
________________________________________________________________________________________________________________________ 
 

(For Startup / SME) 

DAYS 1–30: FOUNDATION 

●​ ☐ Assign HR responsibility 

●​ ☐ Map organization structure 

●​ ☐ Create employee master data file 

●​ ☐ Draft basic employment documents 

●​ ☐ Define payroll cycle & salary structure 

●​ ☐ Identify legal compliance requirements (UAE if applicable) 

DAYS 31–60: STRUCTURE 

●​ ☐ Finalize job descriptions 

●​ ☐ Implement onboarding checklist 

●​ ☐ Establish leave & attendance process 

●​ ☐ Set probation & performance expectations 

●​ ☐ Centralize employee records securely 

DAYS 61–90: OPTIMIZATION 

●​ ☐ Introduce performance review framework 

●​ ☐ Conduct basic HR audit 

●​ ☐ Review compliance gaps 

●​ ☐ Plan HR improvements (policies, systems, support) 
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