OFFICEOPS HUB

Employee Onboarding Checklist

A step-by-step checklist for preboarding, day one, week one, and the first 90 days.

What's inside

Preboarding: paperwork, equipment, access, and welcome email.
Day one: orientation, workspace, introductions, and buddy.
Week one: training, goals, and first check-in.

30-60-90 day plan and milestones.

Manager checklist and feedback loop.

Remote onboarding checklist.

How to use it

1. Send the preboarding checklist as soon as the offer is accepted.
2. Prepare equipment, access, and a buddy before day one.
3. Run the day-one and week-one checkilist.

4. Review progress at 30, 60, and 90 days.

Notes

Use this template as a practical starting point. Adapt it to your office, local regulations, and company policy. It is not legal, HR, or
safety advice.

More free templates: officeopshub.com | No signup. No demo. No sales calls.
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