<Company Name>
New Employee Checklist

Department: 

Job Title: 

Name of New Hire: 

Start Date: 



Responsible Person
Date Completed
(A)  
(A)
Assignment of a Clean working area: 
Bldg. No. ____ Room No. _____

__________

__________

(A)
Set up office with basic furniture & office supplies
__________
__________

(A)
Request Telephone hook up 
__________
__________

(A)
Have Company telephone book on new hires desk
__________
__________

(A)
Determine what kind of PC is required and date available (date: 
)

__________

__________

(A)
Request hookup with configuration requirements for Workstation (PC)

__________

__________

(A) Assign walk around guide for first day 
Guide's Name: 


__________

__________

(A)
Assign Mentor/Buddy for new hire 
Mentor's Name:            


__________

__________

(A)
Welcome folder with: Organization Charts and Building Floor Plans

__________

__________

(A)
Assign Mail Box No:

__________
__________

(A)
Name Plate
__________
__________

(B)
Office/Desk Keys
__________
__________

(B)
Business Cards with e-mail & FAX number
__________
__________






(A)=Before first day.
(B)=During first week.

