Starting Your New Job Checklist

	4 Weeks Before You Start Your New Job

	Actions
	Completed 

	Make arrangements to visit apartments, homes, etc. in your new town and place a deposit.
	

	Notify the post office, newspaper/magazines, credit card companies, doctors, and friends and family of your change of address.
	

	Contact your present utility company (gas, water, electricity, telephone, cable company) to schedule disconnection of services on the day following your move. Call the utility company in your new town to arrange for service to start the day before your move so that you have service when you arrive at your new home.
	

	3 Weeks Before You Start Your New Job

	Actions
	Completed 

	Make sure you have your driver's license, auto registration, insurance records, passport, tax records...do not pack. Contact your doctors, dentist, and veterinarian to receive copies of medical records such as birth certificates, immunizations, etc. Pack campus and city phone books to make staying in touch with old friends and classmates easier. 
	

	Make personal travel arrangements (flights, hotel, rental cars) for your moving trip.
	

	If you have a lot of furniture, clothes, etc. that you do not want to take with you, plan and hold a garage sale or give your possessions to a charitable organization.
	

	Contact your insurance agent for your car, home/apartment, health , etc. about your new move and update/transfer your policies.  Inquire about your new state's auto licensing procedure and auto insurance rates.
	

	Meet with your bank to change account status and withdraw or transfer funds.
	

	Request office documents such as annual reports, job descriptions, program guides, etc.
	

	2 Weeks Before You Start Your New Job

	Actions
	Completed 

	Transfer all current drug prescriptions to a pharmacy in your new town. 
	

	Cancel any delivery services such as newspapers. Consider starting a subscription to the newspaper in your new town to introduce you to local news happenings. 
	

	Inquire about your new state's auto licensing procedure and auto insurance rates.
	

	If you have children, arrange for daycare needs or school needs depending on their age.
	

	
	

	
	

	
	

	
	

	1 Week/1 Day Before You Start Your New Job

	Actions
	Completed 

	Make sure you get plenty of sleep.
	

	Choose professional looking clothes to wear.
	

	Make transportation plans and even a trial run from your new residence to your work site.  Also, obtain parking arrangements.
	

	Obtain a notebook or personal planner.
	

	1st Day/1st Week At Your New Job 

	Actions
	Completed 

	Dress smart.
	

	Arrive early.
	

	Review employee handbook.
	

	Meet with your immediate supervisor to learn specific functions of your section/unit and your colleagues job functions as well as your duties and responsibilities.
	

	Memorize the names and roles of people you met during the interview process.  
	

	Tour the department/agency. (This is usually coordinated by your supervisor)
	

	Review your office’s policies and procedures for:

· Working hours

· Rules for after office hours

· Telephone (personal and long distance policies)

· Email and Internet use

· US mail and inter-agency mail

· Office organization (files, supplies, etc.)

· Office resources (phone directories, recreation program manuals, computer manuals, staff listings, etc.)

· Office supplies

· Copy machine, fax machine, laser printer

· Pay dates

· Staff meetings
	

	· INS Forms I-9, Employment Eligibility Verification form

· Employment contract

· W-4 form for payroll withholding

· Personal data form for emergency contacts, home address and telephone number, social security number, etc.

· Picture ID card (if applicable)
	

	Complete direct deposit bank form
	

	Obtain keys to:

· Building

· Office space

· Desk
	

	Obtain parking permit.
	

	Obtain password for email and Internet account.
	

	What type of computer and software will you have.
	

	Update voice mail message (if applicable).
	

	Review job description and job functions.
	

	Review department/agency organizational chart.
	

	Thank colleagues who interviewed you
	

	Contact your network to let them know about your new position.  Thank colleagues who supported you in your search.
	

	Review safety/security issues such as emergency procedures and personal safety.
	

	Make an appointment with a representative from the Benefits Office to enroll in your selected health insurance and retirement plans.
	

	Go through any materials that may have been left for you by your supervisor or former employees in your position. Get to know some sample projects that previous individuals have held in the position before you. Browse through old files on your computer system or through the department's internet or intranet site. Go through hard copy files in the filing cabinet.
	

	Identify a mentor.
	

	Review vacation/sick/personal leave policies.
	

	Review travel and reimbursement policies.
	

	Review purchasing policies and procedures.
	

	Review performance expectations.
	

	1st Week At Your New Job

	Actions
	Completed 

	Become involved with your new community….check about local clubs, churches, volunteer organizations, sport leagues, yoga classes, etc.
	

	Develop a regular personal exercise schedule.
	

	Expect lots of grunt work.
	

	Try to determine what people do and their office titles.
	

	1st Month At Your New Job

	Actions
	Completed 

	Meet with your supervisor to review your position description.
	

	Schedule an informal performance review with your supervisor to discuss strengths and weaknesses.
	

	Continue to learn about your job and ask questions!
	


