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--- PRE-BOARDING & IT SETUP ---
[ ] Official Start Date
[ ] New Hire Full Name
[ ] Hardware Requirements (Laptop (MacBook), Laptop (Windows), Monitor, Keyboard & Mouse Set, Headset)
[ ] Work Arrangement (On-site, Remote, Hybrid)
[ ] Signed Employment Contract
[ ] Special Software/Access Instructions

--- DAY ONE: ORIENTATION & COMPLIANCE ---
[ ] Orientation Start Date
[ ] Employee Full Name
[ ] Compliance Documents Signed (Employment Agreement, Non-Disclosure Agreement (NDA), Employee Handbook Acknowledgment, Code of Conduct Agreement, Tax Documentation (W-4/I-9))
[ ] Office Location Assignment (Headquarters, Remote, Satellite Office)
[ ] Signed ID Verification Document
[ ] Manager Completion Verification

--- SYSTEMS & SOFTWARE ACCESS TRAINING ---
[ ] Software Access Granted (Email & Calendar (Google Workspace/Outlook), Project Management Tool (Asana/Jira/Monday), Internal CRM Access, Company Communication Tool (Slack/Teams), Cloud Storage (Drive/Dropbox/SharePoint), Password Management Tool (LastPass/1Password))
[ ] Access Provisioning Completion Date
[ ] Assigned IT Support Contact
[ ] Software Login Troubleshooting Notes
[ ] Employee Acknowledgment of Digital Security Policy

--- ROLE-SPECIFIC TECHNICAL TRAINING ---
[ ] Software & Tool Proficiency Check
[ ] Key Process Competency
[ ] Training Notes & Observations
[ ] Training Completion Date
[ ] Completed Certification/Assessment Proof
[ ] Trainer Verification Signature

--- DEPARTMENTAL INTEGRATION & TEAM INTRODUCTION ---
[ ] Key Stakeholder Names
[ ] Required Introductory Meetings Completed (Direct Manager 1-on-1, Department Head Introduction, Peer Buddy/Mentor Meeting, Cross-functional Partner Sync, HR/Operations Check-in)
[ ] Initial Team Integration Deadline
[ ] Communication Protocol Notes
[ ] Manager Confirmation

--- FIRST WEEK PERFORMANCE MILESTONES ---
[ ] Initial Milestone Completion Status (Not Started, In Progress, Completed)
[ ] Primary Weekly Objective Achieved
[ ] Milestone Review Date
[ ] Manager's Feedback on First Week Performance
[ ] Competencies Demonstrated (Tool Proficiency, Team Communication, Workflow Understanding, Company Policy Adherence)
[ ] Employee Acknowledgment of Week 1 Progress

--- 30-60-90 DAY REVIEW & FEEDBACK LOOP ---
[ ] 30-Day Review Completion Date
[ ] Training Progress Status (On Track, Needs Improvement, Delayed)
[ ] Competencies Mastered (Software Proficiency, Internal Communication Protocols, Core Job Functions, Compliance & Security Standards)
[ ] Manager Feedback & Observations
[ ] Employee Self-Assessment Score (1-10)
[ ] Manager Acknowledgment
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