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	Candidate: 
	

	Position: 
	

	Key Influencers: 
	


Why organization and role are right for candidate (overlap with needs, hopes, and desires): 

Why candidate is right for organization and role:

Candidate’s concerns:

Key Influencers’ needs, hopes, desires and concerns:

Ways to alleviate concerns:

Verbal offer made: (by whom, when)

Written offer delivered: (by whom, when)

Assistance with due diligence – items for follow up action:

Calls:

Other live meetings to alleviate concerns and drive messages about organization, role, candidate:

Target acceptance date: 
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ONBOARDING


 Tool 6.1


Offer closing process












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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