{{Company Name}}

New Starter Checklist

Employee Name: {{Employee Name}}
Job Title: {{Job Title}}
Department: {{Department}}
Start Date: {{Start Date}}
Manager: {{Manager Name}}

Before Start Date

[ ] Offer accepted
[ ] Contract or agreement sent
[ ] Employee information form completed
[ ] Payroll details received
[ ] Identification documents checked
[ ] Equipment ordered
[ ] Email account created
[ ] System access requested
[ ] Manager informed of start date

First Day

[ ] Welcome meeting completed
[ ] Team introduction completed
[ ] Workstation or equipment provided
[ ] Email access confirmed
[ ] Company policies shared
[ ] Role responsibilities explained
[ ] Initial questions answered

First Week

[ ] Required training assigned
[ ] HR forms completed
[ ] Payroll setup confirmed
[ ] Regular check-in scheduled
[ ] Manager review completed

Notes

{{Notes}}

Completed By: {{Completed By}}

Date Completed: {{Date Completed}} 
