MRINETWORK
MANAGEMENT RECRUITERS
OF ALBUQUERQUE

EXPERTS IN GLOBAL SEARCH
Suggested “on-boarding” activities for (candidate’s name)
Pre-Start Date

	 FORMCHECKBOX 

	Send a welcome packet to candidate that may include items like shirt, branded note pads etc. Follow up to see if the candidate has received packet.

	 FORMCHECKBOX 

	Email and send overnight mail (receipt signature not required) offer and benefits to candidate.

	 FORMCHECKBOX 

	Set up drug test, background check, as needed. Notify candidate of the “all clear”.

	 FORMCHECKBOX 

	Notify appropriate agencies for relocation, if appropriate.

	 FORMCHECKBOX 

	Notify payroll (so that relocation checks or reimbursement are available on day one).

	 FORMCHECKBOX 

	Formal notice of the candidate’s start date to all appropriate line managers and department associates. Ask selected company employee(s) (mentor) to contact the new hire and spouse with a welcome. Select one person a week until start date.

	 FORMCHECKBOX 

	Department office announcement with candidate’s new email and phone number (nice to receive welcoming email or voice mail on first day).  

	 FORMCHECKBOX 

	Company announcements or newsletters.

	 FORMCHECKBOX 

	Send an advance copy of the agenda on what the on-boarding plan will look like, including their start time, exact location, attire and tools, and ask for their input.

	 FORMCHECKBOX 

	Hiring Manager’s call to the candidate the night prior to resignation. (A short “call from the coach” prior to resignation with the message to the new hire that your company is excited about her / him will help deter consideration of a counter-offer from the old company.) 

	 FORMCHECKBOX 

	Enroll in health benefits.

	 FORMCHECKBOX 

	Prepare work area e.g. computer, credit cards, and have a clean desk.

	 FORMCHECKBOX 

	Set up email and voice mail in advance.

	 FORMCHECKBOX 

	Order business cards.

	 FORMCHECKBOX 

	Configure lap top, if needed.

	 FORMCHECKBOX 

	Communicate start time and attire for day one.

	 FORMCHECKBOX 

	Communicate any issues immediately that may hinder a successful start for the candidate.

	 FORMCHECKBOX 

	Be prepared with an assembled day one packet of forms.

	 FORMCHECKBOX 

	Invitation to special meeting, awards/goal lunch with new company prior to start date to begin sharing the excitement of your company.


Start Date 
	 FORMCHECKBOX 

	Who will the new hire ask for on day one?

	 FORMCHECKBOX 

	Orientation schedule.

	 FORMCHECKBOX 

	Photo badge for security.

	 FORMCHECKBOX 

	Discussion of company’s vision/culture.

	 FORMCHECKBOX 

	Assign a peer mentor.

	 FORMCHECKBOX 

	Uniforms.

	 FORMCHECKBOX 

	Day one peer breakfast, lunch or coffee break – “Why it’s great to work here”.

	 FORMCHECKBOX 

	Status or delivery of relocation advances or reimbursement checks.
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