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PERSONAL Set-up

___Housing

___Schools

___Spousal Assistance

___Special Needs

___Cars

___Service Providers (Doctors, Dentists, Banking, etc.)

___directory/reviews of local services: stores, hospitals, transportation…

___Moving Company/Move Assistance

___ (Driver’s License)   ___ (Visas) ___ (Language/Culture XE "Culture"  Training)
Work Set-up

Office

___Office/work area

___Computer ___ network username/password  ___Laptop

___Phone/#  __voice mail  ___Cell/#

___Employee #  ___Security Pass ___ Keys  ____Parking 

___Business Cards ___Personalized Stationary  ___Email Signature

___General Office supplies

___ Assistant

Information

___ Where to go for Information (intranet, bulletin boards, etc.)

___ Organization History

___ business plans

___ financials

___ Organizational CHarts

___ Job descriptions and appraisals of direct reports

___ Organization directory with names, photos, job titles, contact information

___ facility addresses, contacts, travel directions

___ Glossary of organization specific terms

___ customers  ___collaborators  ___capabilities  ___competitors ___conditions
Transition Assistance

___ Spotlight profile on intranet, other open-access locations

___Orientation

___”How We Do Things Around here” buddy

​​___Mentor/Coach or  ____Transition Accelerator 
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ONBOARDING


 Tool 9.1


Accommodation Checklist












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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