
Welcome Packet Checklist

Onboarding Materials
New hire paperwork. Include I-9 forms, confidentiality agreements, terms and conditions of
employment, contracts, etc. as necessary depending on the job.
Emergency contact form. You can’t collect emergency contact information too soon.
Onboarding activities and training. Make sure your new employee knows the where, what and
when of new hire trainings they need to attend. This includes kickoff meetings with their manager.

General Company Information
CEO welcome letter. This letter should focus on welcoming the employee to the company. It
doesn’t need to go into detail about specific policies; instead, it should focus on higher-level
information that will set the stage for the new hire’s overall work experience.
Office map. Make it easy for new employees to find bathrooms, break rooms and supply closets.
Opening and closing times. Including opening and closing hours makes it handy for your new
employees to know when they can come in and when they should leave.
Parking options. Parking can be tricky in big cities. Including some guidance and options on
where to park will be helpful.
Employee directory. Share how to use the directory and who they’re likely to be contacting most
often.
Organizational charts. Organization charts help employees know who to go to for which
problems. Help them utilize their team members.
Resource reference sheet. Provide the locations and contacts for employee administrative
resources like HR, IT and payroll.
Compensation and benefits. Give new employees details on paydays, insurance, retirement
and any other benefits they’re eligible for.
Local hotspots. List some local restaurants, coffee shops and cafes that employees like to go to.

Introduction to Company Culture
Company mission, vision and values. Help keep the company values front-of-mind for new
employees. Share examples of how they’re demonstrated within the company.
Company groups and initiatives. Show new employees how to get involved with
company-sponsored groups or volunteer opportunities.
Links to the company website and social media accounts. Help new employees engage with
the company’s online communities.
New hire questionnaire. Get to know your new hire better by having them fill out a survey about
themselves. Among other things, you can ask questions about how they prefer to learn, work, and
be managed. The results of the survey will help you find ways to make the new hire more
comfortable as they start work.


