[Company Logo]   [Company Name]
FIRST MONTH CHECKLIST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Department:
	[Department]

	Date of Joining:
	[Date of Joining]

	30-Day Review Date:
	[Date]



Week 2 – Learn the Role
  Role-specific training sessions completed
  Standard operating procedures read
  Shadowed at least [Number] real tasks or customer interactions
  Weekly check-in with manager held
Week 3 – Build the Network
  Met stakeholders in [Teams / Functions]
  Attended team and cross-functional meetings
  Joined relevant chat groups and mailing lists
  Buddy check-in on how settling in is going
Week 4 – Deliver
  Completed first independent deliverable: [Deliverable]
  Feedback received from manager on deliverable
  Self-assessment against 30-day goals prepared
HR and Payroll Items – Owner: HR
  First salary credited and payslip explained
  PF contribution visible against UAN
  Pending documents collected
  Insurance enrolment confirmed
Engagement Check
	Question
	Response

	Do you have what you need to do your job?
	[Response]

	Do you feel welcomed by the team?
	[Response]

	Is anything unclear about your role?
	[Response]




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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