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90-Day Onboarding Success Checklist Template
	Employee Full Name:
Job Title: 
Department: 
Start Date: 
Manager Name: 
Buddy Name:
Location (Remote / Office / Hybrid): 
Employee ID (optional):

	Phase 1: Preboarding (Days -7 to -1)
 Goal: Reduce anxiety, prepare tools, and create excitement before Day 1

	

	

	Day/Week
	Phase Goal
	Objective
	Detailed Task
	Responsibility

	-7
	Prepare equipment
	Ensure tools are ready
	Order laptop, headset, mouse, accessories
	IT

	-6
	Schedule workflow
	Align internal teams
	Send onboarding schedule to manager, buddy, IT
	HR

	-5
	Legal onboarding
	Confirm employment details
	Send contract, NDA, confidentiality agreement
	HR

	-4
	Technical readiness
	Digital access
	Create accounts (Email, HRIS, Slack, Drive, Zoom, CRM, etc.)
	IT

	-3
	Warm engagement
	Build connection
	Send welcome email + personalized message from manager or CEO
	HR

	-2
	Set expectations
	Ease anxiety
	Share “What to Expect” doc, org chart, company culture brief
	HR

	-1
	Social integration
	Build community early
	Assign onboarding buddy + send team-wide intro email
	HR

	PHASE 2: Orientation & Setup (Day 1–7)
 Goal: Set a strong foundation, clarify expectations, and create early wins

	

	

	Day
	Phase Goal
	Objective
	Detailed Task
	Responsibility

	1
	Welcome & Context
	Set first impressions
	Welcome meeting with HR & manager
	HR / Manager

	1
	Orientation
	Understand company & culture
	Conduct orientation session (values, mission, policies, etc.)
	HR

	1
	IT Setup
	Access to essential tools
	Verify system access (email, HRIS, Notion, Slack, etc.)
	IT

	2
	Expectations
	Clarify role
	Share scorecard, OKRs, and success metrics
	Manager

	2
	Connection
	Build relationship
	Coffee chat with buddy
	Buddy

	3
	Learning Base
	Begin knowledge ramp
	Share internal wiki, SOPs, and intro documents
	Manager

	4
	Tools Overview
	Workflow intro
	Walkthrough of tools (project mgmt, CRM, docs)
	Buddy / IT

	5
	Stakeholders
	Understand team dynamics
	Intro meetings with key internal partners
	Manager

	6
	Task Context
	Apply what’s learned
	Assign small research or documentation task
	Manager

	7
	Social Check-in
	Maintain engagement
	Informal buddy check-in
	Buddy

	8
	Real Work Intro
	Observe team in action
	Shadow teammate on real call, project, or ticket
	Team Lead

	9
	Light Ownership
	Begin small contributions
	Assign first scoped task
	Manager

	10
	Week 1 Recap
	Identify roadblocks early
	Manager 1:1 to reflect and debrief first impressions
	Manager

	PHASE 3: Integration & Learning (Week 2–4)
 Goal: Deepen understanding of team, tools, and workflows

	

	

	Week
	Phase Goal
	Objective
	Detailed Task
	Responsibility

	2
	Team Integration
	Build connections
	Schedule intro meetings with cross-functional departments
	Manager

	2
	Workflow Clarity
	Learn through real examples
	Walk through a current team project end-to-end
	Team Lead

	3
	Skill Ramp-Up
	Continue structured learning
	Assign training modules or platform walkthroughs
	L&D / Manager

	4
	Feedback Loop
	Evaluate engagement + fit
	Manager holds 1:1 check-in to review early performance & experience
	Manager

	4
	Culture Pulse
	Collect feedback
	HR sends 30-day onboarding pulse survey
	HR

	PHASE 4: Autonomy & Contribution (Days 30–60)
 Goal: Empower independent contributions and continuous feedback

	

	

	Day/Week
	Phase Goal
	Objective
	Detailed Task
	Responsibility

	Day 30
	Reflection
	Gauge role clarity + fit
	30-day performance conversation (1:1 with manager)
	Manager

	Day 35
	Contribution
	Take ownership
	Assign scoped project with a deadline and review
	Manager

	Day 45
	Skill Growth
	Advance knowledge
	Assign additional learning (certification, product, process training)
	L&D

	Day 50
	Peer Support
	Maintain buddy relationship
	Mid-onboarding check-in with buddy
	Buddy

	Day 55
	Anonymous Feedback
	Remove blockers
	Collect feedback from team about new hire (anonymous/optional)
	HR

	Phase 5: Review & Planning (Days 60–90)
 Goal: Confirm long-term fit, build development plan, and close onboarding

	

	

	Day
	Phase Goal
	Objective
	Detailed Task
	Responsibility

	Day 60
	Role Clarity
	Align scope and responsibilities
	Realign on any changes to the role or priorities
	Manager

	Day 75
	Career Vision
	Plan growth
	Define next 3-6 month goals; align on development track
	Manager + Employee

	Day 80
	Feedback
	Collect full onboarding feedback
	HR sends 60–90 day onboarding experience survey
	HR

	Day 90
	Wrap-Up
	Close onboarding + set future path
	Formal review + update status to “Fully Onboarded”
	Manager
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