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Like the pre-onboarding planner, this tool will help you keep track of each element in this phase. First, describe each element’s main characteristics under the column labeled Content Highlights; use bullets to facilitate reading the information. Then, add your comments about each element, such as who is defining and delivering the content under the Comments column. Last, keep track of the progress in designing and delivery of each component under the Status column.

	Element
	Content Highlights
	Comments
	Status

	General onboarding content and duration
	
	
	

	Communication, presentations, and exercises
	
	
	

	Introductory videos
	
	
	

	Company’s vision, mission, and history
	
	
	

	Policies and procedures
	
	
	

	Industry specific details
	
	
	

	Organizational charts
	
	
	

	Who’s who in the organization
	
	
	

	Mandatory and optional trainings 
	
	
	

	Organization’s floor map
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