Blank Employee Onboarding Program Proposal
Template

1. Proposal Overview

[Briefly summarize the purpose and objedlives of ihe onboarding program |

2. Program Goals

s [Goal 1]
s [Goal 2]
s [Goal 3]

3. Onboarding Timeline

Phase Duration Activities

[Fre-boarding] fe.g. 1 weelkbefore star] [e.g.. Documentalion, IT setup]
[Day 1] [First Day] [e.g., Onentalion, Faclily tour]
[First Weeld Weel1] fe.g., Training, Team Infroduction]
[First Month| Month 1] [e.g., Checlkins, Mentorship]

4. Key Stakeholders

» [HR Department]

s [Hinng Manager]

o [MentorBuddy]

o [Other Deparimenis]

5. Program Activities & Materials
« [ActivityMateral 1]

& Ll:ﬂ' cl f'.-ff_',-';’.'lefa teral 2}1
« [ActivityMatenal 3]

6. Success Metrics

[ i =

» [e.g, Completion rates]
s [e.g., New hire feedbacl]

e B0, 90-day refenfion rafe]

oF

7. Budget Estimate

Item Estimated Cost

[Training Matenals] B]



[Software/Tools] 5]

[EventsMieals] 8]
[Cther] 5]
Total 3]
8. Approval

[Listrequired approvals for the program. Space for signatures below]

Name & Title

Date
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