[Company Logo]   [Company Name]
NEW JOINER 90-DAY PLAN
	Employee Name:
	[Employee Name]

	Designation:
	[Designation]

	Reporting Manager:
	[Reporting Manager]

	Probation Ends:
	[Date]



1. Goals by Phase
	Phase
	Objective
	Key Actions
	Measure
	Status

	Days 1–30: Learn
	Understand business, role and people
	Induction, KRA sign-off, stakeholder meetings
	KRAs agreed; stakeholder map done
	[Status]

	Days 31–60: Contribute
	Own core responsibilities
	Handover completed; regular work delivered
	Independent on core tasks
	[Status]

	Days 61–90: Lead / Impact
	Deliver measurable results
	[Project or target]
	KPIs below met
	[Status]



2. Key Performance Indicators
	KPI
	Baseline
	Target by Day 90
	Actual

	[KPI 1]
	[Baseline]
	[Target]
	[Actual]

	[KPI 2]
	[Baseline]
	[Target]
	[Actual]

	[KPI 3]
	[Baseline]
	[Target]
	[Actual]



3. Stakeholder Map
	Stakeholder
	Why They Matter
	Relationship Goal

	[Name / Team]
	[Reason]
	[Goal]

	[Name / Team]
	[Reason]
	[Goal]

	[Name / Team]
	[Reason]
	[Goal]



4. Risks and Support
	Risks to achieving goals
	 

	Support agreed from manager / HR
	 



5. Monthly Review Notes
	Day 30 notes
	 

	Day 60 notes
	 

	Day 90 notes
	 



6. End-of-Probation Recommendation
  Confirm in service from [Date]
  Extend probation to [Date] with improvement plan
  Other action as per policy (HR to advise)

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