[Company Logo]   [Company Name]
NEW JOINER 30-DAY PLAN
	Employee Name:
	[Employee Name]

	Designation:
	[Designation]

	Reporting Manager:
	[Reporting Manager]

	Plan Period:
	[Date of Joining] to [Date]



Theme for the First Month: Learn, Connect, Contribute
	Week
	Goal
	Key Actions
	Measure of Success
	Status

	Week 1
	Settle in and understand the role
	Complete induction; read role KRAs; set up tools
	Induction done; KRAs discussed and agreed
	[Status]

	Week 2
	Learn products / services and processes
	Shadow team members; review process documents
	Can explain core offerings and workflow
	[Status]

	Week 3
	Build key relationships
	Meet stakeholders listed below
	All listed meetings held
	[Status]

	Week 4
	Deliver a first contribution
	Complete first deliverable: [Deliverable]
	Deliverable reviewed by manager
	[Status]



People to Meet
	Name
	Role
	Purpose of Meeting
	Done (Y/N)

	[Name]
	[Role]
	[Purpose]
	[Y/N]

	[Name]
	[Role]
	[Purpose]
	[Y/N]

	[Name]
	[Role]
	[Purpose]
	[Y/N]



Mandatory Training
  Code of conduct and POSH awareness
  Information security / acceptable use
  Role-specific training: [Training]
Day-30 Review
	What went well
	 

	Where the employee needs support
	 

	Manager's overall comment (On track / Needs support)
	 

	Key goals carried into the 60-day plan
	 




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reviewed by
[Reporting Manager]
Date: [Date]
	______________________________
Verified by
[HR Name]
HR Department, [Company Name]
Date: [Date]
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