[Company Logo]   [Company Name]
NEW JOINER 60-DAY PLAN
	Employee Name:
	[Employee Name]

	Designation:
	[Designation]

	Reporting Manager:
	[Reporting Manager]

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



Phase 1 (Days 1–30): Learn and Observe
	Goal
	Actions
	Measure
	Status

	Understand role, team and KRAs
	Induction, KRA discussion, process walkthroughs
	KRAs signed off
	[Status]

	Learn tools and systems
	Hands-on training on [Tools]
	Can use tools without help
	[Status]

	Build relationships
	Meet internal and external stakeholders
	Stakeholder list completed
	[Status]



Phase 2 (Days 31–60): Own and Deliver
	Goal
	Actions
	Measure
	Status

	Take ownership of [portfolio / accounts / process]
	Formal handover from [Name]
	Handling independently by day 45
	[Status]

	Deliver month-two target
	[Specific task or target]
	[Number / quality measure]
	[Status]

	Suggest one improvement
	Identify a process gap with a fresh eye
	Written suggestion shared with manager
	[Status]

	Complete role training
	[Training name]
	Completion certificate
	[Status]



Support Needed from Manager
	Resources / access needed
	 

	Training or coaching needed
	 

	Regular 1:1 frequency
	 



Day-60 Review
	Phase 1 summary
	 

	Phase 2 results against measures
	 

	Rating (Exceeding / On track / Needs improvement)
	 

	Priorities for days 61–90
	 




	______________________________
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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