New Employee Checklist                                                        

Division / Branch Secretary & IT Personnel
Please make use of this efficient tool to ensure a smooth transition of your new employee into the Goddard workforce.

	General Information

	New Employee’s Name:      

	Start Date:      

	Code:                  Location (Bldg. / Rm.):       
 
	Phone:      


	Prior to Arrival


Once the employee has been assigned an office, please conduct the following inventory check:


 FORMCHECKBOX 
 Desk

 FORMCHECKBOX 
 Chair

 FORMCHECKBOX 
 Phone (dial tone/extension works)

 FORMCHECKBOX 
 File cabinet

 FORMCHECKBOX 
 Shelf space

 FORMCHECKBOX 
 Computer w/appropriate software
 FORMCHECKBOX 
 Printer or access to printer

 FORMCHECKBOX 
 Mailbox

 FORMCHECKBOX 
 Position-specific office supplies (e.g. lab notebooks)

 FORMCHECKBOX 
 Calendar

 FORMCHECKBOX 
 Name placard on office door or placard has been ordered

 FORMCHECKBOX 
 Key/Key Card Forms completed
	Upon Arrival or Within the First Week


 FORMCHECKBOX 
 Establish a computer network connection for the employee

 FORMCHECKBOX 
 Set up email account

 FORMCHECKBOX 
 Provide guidance to the employee on how to access email account

 FORMCHECKBOX 
 Add name to Branch email distribution list 

 FORMCHECKBOX 
 Set up WebTADS Account Modes of Communication
 FORMCHECKBOX 
 Set up Travel Manager Account

 FORMCHECKBOX 
 Verify and/or update LISTS and X.500 information for employee

 FORMCHECKBOX 
 Verify that the employee has access to his/her voice mail 

 FORMCHECKBOX 
 Verify that he/she has recorded a voice mail message

Provide to the employee:

 FORMCHECKBOX 
 Phone operation manual

 FORMCHECKBOX 
 Recent copy of the GSFC phonebook

 FORMCHECKBOX 
 Recent copy of the Branch phone list

 FORMCHECKBOX 
 Instructions on X.500 use 



NASA/GSFC ( Office of Human Capital Management (OHCM) in collaboration with

the New Employee Welcoming Board (NEWB)
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