

On-boarding Checklist for HR

Office set up:

___Office

___Desk  ___Table  ___Chairs  ___Cabinets ___Whiteboard/flip chart

___Computer/Laptop (with passwords and email access)

___Phone/#  ___Cell/#

___Employee #

___Business Cards

___Stationary/Pens/etc.  ___Files

___Secretary ___Administrative Assistant ___ (Comprador)

Personal set up:

___Housing

___Schools

___Spousal Assistance

___Special Needs______________________________________________

___Cars

___Area - location of stores, recreation, hospitals, transportation routes

___Moving Company/Move Assistance

___ (Driver’s License)   ___ (Visas) ___ (Language/Culture XE "Culture"  Training)

Information/Learning:

Information about:
___customers

___collaborators

___capabilities

___competitors

___conditions

___Key Documents (___bus plan, ____financials)

On-boarding conversations: ___up, ___across, ___down

Transition Assistance: ___Orientation,​​​___Mentor/Coach 
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