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Onboarding Manager Checklist

Helping new employees connect to the and their role, pre- arrival through the first year of employment.

This document reflects the new post-COVID process, with HR managing virtual-only onboarding and New Employee Orientation (NEQ), which
includes completing employee paperwork.

Managers have two primary new hire responsibilities

Technology & workspace New employee role
access information




High-level IT Process Overview



Offer Acceptance/Pre- Entrance-on-Duty

One week before

Arrival Day

Second Day

Internal Transfer: Two weeks
before
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Offboarding Manager Checklist

Offboarding: Ensuring the safety and security of the for termination/resignation; retirement;
transferring from one I &% office/organization to another office/organization, or to another
government agency; extended absence; death




Atl tt ks bef One week
east two weeks before before

Provide

Voluntary

separation
guestionnaire.

Employee death/immediate
Extended dismissal
Absence (90+
days)

Internal
Transfer

Immediately:




