[Company Logo]   [Company Name]
ADMIN ONBOARDING CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Date of Joining:
	[Date of Joining]

	Work Location:
	[Work Location]

	Shift:
	[Shift Timing]



Before Joining
  Seat / workstation allocated: [Seat Number]
  Photograph received for ID card
  ID card printed
  Access card programmed for [Floors / Areas]
  Visiting cards ordered (if eligible)
  Drawer/locker key prepared
Joining Day
  ID card and access card handed over and acknowledged
  Stationery kit issued
  Locker allocated: [Locker Number]
  Canteen/meal card issued
  Transport route or parking slot allotted
  Uniform/PPE issued where applicable
Safety and Facilities Briefing
  Fire exits and assembly point shown
  First-aid kit and first-aider names shared
  Emergency contact numbers shared
  Visitor and courier rules explained
  Office timings, housekeeping and meeting-room booking explained
Items Issued Register
	Item
	Number / Detail
	Issued On
	Employee Initials

	ID Card
	[Card Number]
	[DD/MM/YYYY]
	[Initials]

	Access Card
	[Card Number]
	[DD/MM/YYYY]
	[Initials]

	Locker Key
	[Key Number]
	[DD/MM/YYYY]
	[Initials]

	Parking Sticker
	[Number]
	[DD/MM/YYYY]
	[Initials]




	______________________________
Admin Executive
[Name]
Date: [Date]
	______________________________
Employee
[Employee Name]
Date: [Date]
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