
 
 

                                                                         
ONBOARDING: 

  BEFORE THE FIRST DAY 
 

 
 

Effective onboarding is key to engaging new hires from the start, but companies often fail to capitalize on the time 
between signing the offer letter and an employee’s first day of work. Reaching out to new hires and preparing for 
their arrival is step one in the process of building trust and setting up new hires to succeed. Maybe it’s an email 
walking them through what to expect on their first day or a phone call from their new manager for a brief 
introduction. Whatever you choose, reaching out and preparing for new hires before they begin helps them feel 
confident in their choice to come on with you and builds positive anticipation for a great first day!  

Here are some things to consider adding to your onboarding process before the first day: 

PRE-BOARDING CHECK 

*Welcome Letter Once an offer letter has been signed, use this template to welcome new hires and help 
them know what to expect on the first day.  

*Employee Snapshot 
Have new hires complete this document prior to their first day if possible. Their 
answers can be used to create personalized welcome gifts and introduce the new hire 
to the rest of the company sometime within the first week of employment. 

Prepare Welcome Gifts 
and SWAG 

Create a personalized welcome gift with favorite treats and company SWAG for your 
employee’s first day. 

Prepare Employee’s 
Workspace 

 
• Organize and clean the employee’s new workspace 
• Provide basic office supplies 
• Order the employee’s IT equipment 
• Provide voicemail and phone instructions 
• Create their email address 
• Add the new employee to all calendar and mailing lists 
• Get the employee set up with all necessary software programs, links and 

accounts. 
• Order office keys, badges or ID cards 
• Provide an updated company contact list and organizational chart 
• Prepare a list of IT set up instructions including who to contact if there are IT 

issues. 
 

*Sign on Bonus Form 
Offering a sign on bonus? This template can help provide options to recover the bonus 
if the employee leaves within the first 6 months. 

*E-Verify Intake Form  
The E-Verify program ensures new hires are eligible to work in the United States. 
Helpside is a designated E-Verify agent and does not charge additional fees for the use 
of our E-Verify Program. 

 
*Highlighted items are Helpside tools that can be found here: https://www.helpside.com/hr-onboarding-library/ 

https://www.helpside.com/hr-onboarding-library/

