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	Activity
	Tool
	Timing
	Date
	Responsibility
	Status

	Complete Planning Tools
	
	
	
	
	

	 - Purpose & Priorities 
	
	
	
	
	

	 - Onboarding Track Record 
	
	
	
	
	

	 - Messages
	
	
	
	
	

	 - TOP Timeline
	
	
	
	
	

	 - Recruiting Brief
	
	
	
	
	

	 - Employment Brand
	
	
	
	
	

	Stakeholders aligned 
	
	
	
	
	

	Recruiter selected
	
	
	
	
	

	--- Go Live ---
	

	Recruiter briefed/job posted
	
	
	
	
	

	Candidates sourced
	
	
	
	
	

	Candidates presented
	
	
	
	
	

	Initial interviews complete
	
	
	
	
	

	Final interviews complete
	
	
	
	
	

	Post interview follow ups
	
	
	
	
	

	Selection made
	
	
	
	
	

	Offer extended
	
	
	
	
	

	Follow-up campaign
	
	
	
	
	

	Offer accepted
	
	
	
	
	

	Job plan pre-work out
	
	
	
	
	

	Job plan meeting
	
	
	
	
	

	Job plan hand off
	
	
	
	
	

	New employee announced
	
	
	
	
	

	New employee accommodations
	
	
	
	
	

	New employee welcomed
	
	
	
	
	

	--- Day One ---

	Assimilation efforts
	
	
	
	
	

	100-Day Actions
	
	
	
	
	

	Feedback
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ONBOARDING


 Tool 3.1


Total Onboarding Program Timeline












This form is described in Onboarding by George Bradt and Mary Vonnegut and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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