New Employee On-Boarding
Pre-Boarding and On-Boarding

	Name:
	Start Date:
	Contact Name:

	
	
	

	Reports To:
	
	Contact Phone Number:

	
	
	

	Job Title/Reporting Relationships:
	
	Relocation Coordinator:

	
	
	


	Task

	Contact Information
	Notes:

	
	
	
	

	(
	New Telephone/Change Number
	Global Voice Operations
	Please see PolyCom/Telephone on Roz’s Resource Center

	(
	Update Internal Division Phone List and Provide
	
	

	(
	Order Computer Desktop/Laptop Hardware (If needed)
	Disney IT Support Center 
Dial 8665* or 1-866-5DISNEY
	Please see Computer Hardware on Roz’s Resource Center

	(
	Order Computer Software
	Disney IT Support Center 
Dial 8665* or 1-866-5DISNEY
	Please see Software Request on Roz’s Resource Center

	(
	Set up Outlook New Account
	Disney IT Support Center 
Dial 8665* or 1-866-5DISNEY
	Please see E-Mail – New Account on Roz’s Resource Center

	(
	Order Furniture
	Facility Services & Support
	(818) 560- 6800/ 8228-6800

	(
	Order Office Keys for Office
	Facility Services & Support
	(818) 560- 6800/ 8228-6800

	(
	Order Business Cards & Stationery
	
	Please see Business Cards on Roz’s Resource Center

	(
	Order Corporate Credit Card and Calling Card
	The Hub
	Please see Corporate Credit Card on Roz’s Resource Center

	(
	Provide a Copy of the Travel and Business Policy
	Corporate Travel 
	Please see Travel and Entertainment Policy on Roz’s Resource Center

	(
	Submit Travel Profile
	Corporate Travel
	Please see Travel Profile on Roz’s Resource Center

	(
	Order Basic Supplies
	Casual Buyer for Department
	Please see Office Supplies on Roz’s Resource Center

	(
	Add Employee to Organizational Chart
	
	

	(
	Distribute Announcement Memo
	Department Head
	


