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Onboarding Checklists
Business Orientation Checklist
· As early as possible, get access to publicly available information about financials, products, strategy, and brands.
· Identify additional sources of information, such as websites, and analyst reports.
· If appropriate for your level, ask the business to assemble a briefing book.
· If possible, schedule familiarization tours of key facilities before the formal start date.

Stakeholder connection checklist
· Ask your boss to identify and introduce you to the key people you should connect with.
· If possible, meet with some stakeholders before the formal start.
· Take control of your calendar, and schedule early meetings with key stakeholders.
· Be careful to focus on lateral relationships (peers, others) and not only vertical ones (boss, direct reports).

Expectations alignment checklist
· Understand and engage in business planning and performance management.
· No matter how well you think you understand what you need to do, schedule a conversation with your boss about expectations in your first week.
· Have explicit conversations about working styles with bosses and direct reports as early as possible.

Cultural adaptation checklist
· During recruiting, ask questions about the organization’s structure.
· Schedule conversations with your new boss and HR to discuss work culture, and check back with them regularly.
· Identify people inside the organization who could serve as culture interpreters.
· After 30 days, conduct and informal 360-degree check-in with your boss and peers to gauge how adaptation is proceeding.
