								________________
											     Employee name 

Pre-onboarding Checklist 
[bookmark: _GoBack]Use this checklist to prepare for the new employee’s first day 

· Send out a property-wide email or department specific email announcing the new hire, with their name and position 

· Announce their start date, and which department they will be working from 
· Inform department leader and co-workers (if possible) of the time and place for meet-and-greet 
· Arrange a “buddy” for the new employee to shadow on their first day 
· Assign any applicable work spaces to new employee (i.e lockers, parking stall, desk, etc) 
· Order any necessary equipment (laptop, uniform) 
· Order punch cards / timecards
· Order security cards and keys 
· Create new employee file in your HR system or filing system 
· Create any necessary accounts, email address, or other needed accounts for new employee  
· Prepare a welcome package 
· Prepare any HR related documents  Replace with your hotel logo

