{{Company Name}}

Employee Onboarding Plan

Employee Details

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

Welcome Message

Welcome to {{Company Name}}, {{Employee Name}}.

We are pleased to welcome you to the team as our new {{Job Title}}. This onboarding plan will help guide you through your first days and weeks with the company.

Before Your First Day

Please complete the following before your start date:

[ ] Confirm your start date and working hours
[ ] Review any documents sent by {{Company Name}}
[ ] Complete required employee information forms
[ ] Provide identification or right-to-work documentation if required
[ ] Set up any required software or accounts if instructions have been provided

First Day Schedule

Date: {{First Day Date}}
Start Time: {{Start Time}}
Location: {{Meeting Location}}

Your first day will include:

[ ] Welcome meeting
[ ] Team introduction
[ ] Role overview
[ ] System setup

Employee Onboarding Checklist
Please complete the following during your first week:

[ ] Meet team members 
[ ] Complete onboarding forms 
[ ] Set up tools and accounts 
[ ] Review company policies 
[ ] Confirm role expectations 

Employee Acknowledgement

I confirm that I have received and reviewed this onboarding plan.

Employee Name: {{Employee Name}}

Employee Signature: _______________________

Date: {{Acknowledgement Date}}

Manager Signature: _______________________

Date: {{Manager Signature Date}} 
