Onboarding Checklist 

	new hire information

	Start Date: 
	

	First & Last Name
	

	Title:
	

	Cell phone number:
	

	Computer/Software requirements:
	

	Email address request
	

	Access to internal servers/drives
	

	Mail distribution group membership:
	

	Hardware requirements:
	

	Printer access requirements:
	

	Reach out for orientation on new systems.
	

	Setup User on office tools—scanner, printer, etc.
	

	Send company information documents
	

	Send Phone Extension Instructions
	

	Sign off on password guidelines and provide a copy to HR
	

	Sign off on receipt of equipment
	


