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Onboarding & Orientation Checklist
Onboarding begins the moment the candidate accepts your offer!

Intern Name: __________________________________ 
Start Date: ____________________________________ 
Hiring Manager: ________________________________ 

	Timeline 
	Activity 
	Responsible Party 
	Date Completed 

	Prior to Start 
	Send a Welcome Email/Letter. 
	Hiring Manager 
	 

	Prior to Start 
 
	Notify IT to obtain relevant equipment, login credentials, and any software needed. 
	Hiring Manager 
	 

	Prior to Start 
 
	Set up the work area. 
· Workstation, technology, paper, pens, paper clips, stapler, etc. 
	Hiring Manager 
	 

	Prior to Start/ First Day 
	Documents to payroll 
	HR 
	 

	Prior to Start/ First Day 
	I-9 completed and filed 
	HR 
	 

	Prior to Start/ First Day 
 
	Add intern(s) to the communication platforms they should use (if applicable). 
	Hiring Manager 
	 

	First Day 
	Welcome the intern, providing an overview of the first day’s schedule. 
	Hiring Manager 
	 

	First Day 
	Consider placing organization swag (company mug, pens, water bottle, etc.), unless you give it out at orientation. If the intern is remote, consider sending a welcome gift (e.g., company swag, snacks) to their home. 
	Hiring Manager 
	 

	First Day 
	Benefits sign-up 
	HR 
	 

	First Day 
	Provide the intern(s) with a copy of the Employee Handbook. 
	Hiring Manager 
	 

	First Day 
	Organization-wide or department-wide introduction via a communications platform of choice (e.g., email, Teams, Slack). 
	Hiring Manager 
	 

	First Day/Week 
	Tour of offices/introductions 
	Hiring Manager 
	 

	First Week 
	Orientation 
	Hiring Manager 
	 

	First 1-2 Weeks 
	Develop a Project Plan 
	Hiring Manager & Intern 
	 




Suggested Orientation Agenda (Adapted from NACE) 
Don’t overwhelm your intern(s) by trying to cover everything in one day. You may think of additional topics to cover than what is suggested below. 

· Check-in and greetings; introduce staff. 
· Complete paperwork; make ID badges (social time while waiting for badges); hand out goodie bags—information, handouts, and gifts. 
· Introductions of interns/icebreakers/team-building exercises 
· Sample Orientation topics to cover: 
· Organizational History Overview 
· Mission Statement 
· Department/Division-specific information 
· Strategic Plan 
· Housekeeping: 
· Wearing your ID badge; building hours 
· Schedule of activities for the summer 
· Committees—description and sign-ups 
· Directory of Interns 
· How to get in touch with key staff 
· Timesheets and getting paid 
· Direct deposit of checks 
· Overtime/holidays/benefits 
· Dress code 
· Where to eat lunch 
· Corporate library 
· Taking classes this summer 
· Mentors 
· Reports and supervisor evaluations 
· End dates 
· Exit interviews and evaluations 
· Our expectations of you 
· What you can expect from us 
· The Intern Handbook 
· Fun stuff to do in the area 
· Questions and answers 
· Closing; hand out logo T-shirts; send interns to reception area to meet managers. 
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