Employee Onboarding Checklist
EMPLOYEE ONBOARDING CHECKLIST
Solutions For Human Resources

Pre-Start:
[ ] Offer letter signed and returned
[ ] Background check completed
[ ] Equipment and workspace prepared
[ ] IT accounts created

Day 1:
[ ] I-9 verification completed
[ ] W-4 and direct deposit forms
[ ] Employee handbook acknowledgment
[ ] Benefits enrollment packet provided
[ ] Office tour and introductions

Week 1:
[ ] Training schedule reviewed
[ ] Manager check-in scheduled
[ ] 30-60-90 day goals discussed
