Name
Start Date


	Item
	Collect
	Distribute
	Meeting
	Employee &
	Date & Initial

	1
	· Offer letter

· Copy of Driver’s License

· Employee Information 

· I-9 
· W-4

· DE-4

· Direct Deposit
· EE handbook Acknowledgement
	· Employee information 

· I-9 (eligibility)
· W-4 (IRS)
· DE-4 (CA withhold)
· DE-35 (EDD notice)
· DE-1857A (EDD UI,SDI)
· DE-2515 (CA disability)
· Employee Handbook
· Direct Deposit
· Commuter Check (Online – See Cathy)
	Basic HR Set up

	Director of Operations
	______

	2
	Registration forms for different plans-

· 125 flex

· 401K - Sarah
· Cal Choice

· COBRA

· Life/LTD

· VSP
· Conflict of Interest
· Whistleblower

· Code of Conduct
	· 125 flex

· 401K

· Cal Choice

· COBRA

· Life/LTD

· MetLife

· VSP

· State insurances

· Payroll Schedule 

· Holidays 

· PTO 

· Employee  Extensions
· Employee Handbook review

· Conflict of Interest

· Whistleblower

· Code of Conduct

· Board Roster

	Benefit Overview & Policy and Procedure
	Director of Operations
	______

	3
	· Alarm Code

· Key Agreement
	· Keys & Agreement
· Emergency action plan

· Order Business Cards

· Add anniversary date to calendar

· Birthday Buddy Opt In
	Office Orientation
	Operations Coordinator
	______

	4
	
	· IT Systems Orientation
	Tech Orientation
	Operations Coordinator
	______

	5
	
	·  MOD
· Org. History

· TOC
· Org. Annual Plan

· Peer Coaching
· Integrated Practice


	CompassPoint Culture
	Supervisor/Director of Operations
	______

	6
	
	·  Style Guide
· Biography

	Communications and Brand Overview

	1. Director of Operations

2. CommComm Member
	1. ______

2. ______



	7
	
	
	Getting to Know Board and Staff

	· Attend BD meeting
· Schedule meetings with each staff member


	1. ______
2. ______



	8
	
	· Time entry codes
· Expense Cheat Sheet

· PDK
	Time and Expense Tracking
	Member of Finance Dept.
	______

	9
	
	· Individual Annual work plan & instructions
· 
	Supervision & Goal setting
	1. Director of Operations & 
2. Supervisor
	1. ______

2. ______


