
	XYZ COMPANY
NEW EMPLOYEE PREPARATION CHECKLIST

New employee name: _________________________
Position: _________________________________________
Department: ______________________________________
Expected start date: ___/___/20___
	No. 
	Preparation item 
	Responsible person 
	Completion date
	Notes

	A. BEFORE THE EMPLOYEE ARRIVES

	1
	Draft the Employment Contract (if not yet signed)
	HR
	
	

	2
	Create company email, internal software account
	IT/HR
	
	

	3
	Set up desk, computer, office supplies
	HR/Admin
	
	

	4
	Internal announcement about the new employee (email/bulletin board)
	HR / Admin
	
	

	5
	Print/Prepare "Employee handbook" (if in hard copy)
	HR
	
	

	B. ON THE EMPLOYEE'S FIRST DAY

	6
	Greet at the reception desk, guide the entry/exit procedure
	HR/Reception
	
	

	7
	Introduce colleagues within the department
	HR/Department head
	
	

	8
	Provide uniforms/employee ID cards (if applicable)
	HR/Admin
	
	

	9
	Hand over computer and login credentials
	IT/HR
	
	

	10
	Provide a brief overview of company rules (working hours, regulations)
	HR
	
	

	11
	Provide "Employee Handbook" and related documents
	HR
	
	

	C. DURING THE FIRST WEEK

	12
	Meet with the department head, key colleagues
	HR/Department head
	
	

	13
	Basic training on systems (software, processes, etc.)
	HR/Mentor
	
	

	14
	Tour of departments and company facilities
	HR/Admin
	
	

	15
	Set probationary goals (if applicable)
	Direct manager
	
	

	D. END OF PROBATION WEEK (BEFORE COMPLETION)

	16
	Evaluate probationary results (according to "Probation Evaluation Report")
	Direct manager/HR
	
	

	17
	Provide feedback, suggestions for the new employee, confirm continuation/transition to permanent status
	Board of Directors/Manager
	
	

	18
	Complete procedures for signing the official employment contract (if requirements are met)
	HR
	
	



CONFIRMATION OF CHECKLIST COMPLETION:
- Prepared by: _______________________                                              Date: ___/___/20___
- Head of HR department: _______________                                          Date: ___/___/20___



