New Employee Orientation Checklist

Employee Name
:
Employee ID

:
Department

:
Hiring Date

:


	Item
	Description
	Checklist

	Company Properties
	
	

	ID Card
	
	

	Business Cards
	
	

	Laptop/Computer
	
	

	Company Documents
	
	

	Desk/Drawer Keys
	
	

	Petty Cash
	
	

	Car/Motorcycle
	
	

	Uniform
	
	

	Company Promotion/Sales Materials
	
	

	Product samples
	
	

	Software
	
	

	
	
	

	Company Policies
	
	

	Work Time
	
	

	Dress Code
	
	

	Computer and Internet Usage
	
	

	Over Time
	
	

	Leave/Vacation
	
	

	Confidentiality
	
	

	Safety and Security
	
	

	Telephone Usage
	
	

	
	
	

	
	
	

	
	
	


	Notes :
	 

	Signature of Employee :  
	 
	 
	 
	Date:   
	 

	Signature of Supervisor :  
	 
	 
	 
	Date:   
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