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Onboarding Materials Checklist

	
	Assigned to:
	Complete by:

	Office Needs

	 FORMCHECKBOX 
 Computer set up 
	
	

	 FORMCHECKBOX 
 Phone set up (headset/voicemail)
	
	

	 FORMCHECKBOX 
 Lighting (lights/lamps) 
	
	

	 FORMCHECKBOX 
 Clean filing cabinets 

(if needed)
	
	

	 FORMCHECKBOX 
 Chair
	
	

	 FORMCHECKBOX 
 Trash container
	
	

	 FORMCHECKBOX 
 Recycle container 
	
	

	Department Welcome Folder

	 FORMCHECKBOX 
 Department strategic plan (mission, vision, goals)
	
	

	 FORMCHECKBOX 
 Department specific policies and procedures 
	
	

	 FORMCHECKBOX 
 Organizational chart 
	
	

	 FORMCHECKBOX 
 Dartmouth College Swag/Gift
	
	

	Department Materials 

	 FORMCHECKBOX 
 Operations manual 
	
	

	 FORMCHECKBOX 
 List of any dept. policies/procedures
	
	

	 FORMCHECKBOX 
 Department phone list
	
	

	 FORMCHECKBOX 
 Map of building 
	
	

	 FORMCHECKBOX 
 Keys (office, desk, building, filing cabinets)
	
	

	 FORMCHECKBOX 
 Emergency exit plan/safety procedures
	
	

	 FORMCHECKBOX 
 List of relevant acronyms
	
	

	 FORMCHECKBOX 
 Business cards
	
	

	Dartmouth College Materials 

	 FORMCHECKBOX 
 VOX Daily Update 
(inform employee to review daily)
	
	

	 FORMCHECKBOX 
 Dartmouth Now 
(inform employee to review monthly)
	
	

	 FORMCHECKBOX 
 Academic calendar 
	
	

	 FORMCHECKBOX 
 Map of campus
	
	

	 FORMCHECKBOX 
 Training offerings by Learning and Development
	
	

	Office Supplies (as needed)

	 FORMCHECKBOX 
 Calendar (desk and/or wall)
	
	

	 FORMCHECKBOX 
 Multi-tiered file stand
	
	

	 FORMCHECKBOX 
 Mouse pad
	
	

	 FORMCHECKBOX 
 Stapler and staples
	
	

	 FORMCHECKBOX 
 Staple remover
	
	

	 FORMCHECKBOX 
 Calculator
	
	

	 FORMCHECKBOX 
 Scissors
	
	

	 FORMCHECKBOX 
 Tape dispenser and tape
	
	

	 FORMCHECKBOX 
 Ruler
	
	

	 FORMCHECKBOX 
 Pens and pencils
	
	

	 FORMCHECKBOX 
 Paper clips
	
	

	 FORMCHECKBOX 
 Rubber bands
	
	

	 FORMCHECKBOX 
 Highlighters 
	
	

	 FORMCHECKBOX 
 Sticky notes (varying sizes)
	
	

	 FORMCHECKBOX 
 Notepads/Notebooks (varying sizes)
	
	

	 FORMCHECKBOX 
 Kleenex 
	
	

	 FORMCHECKBOX 
 Three-hole punch 
	
	


