Your first day at ILINC …





What’s in the welcome package:


orientation binder


style guide


employee handbook 


beanie


hackey sack





Orientation Binder


	


Welcome


Welcome letter from President


Checklist for first day’s activities 


FAQ (see attached for list of questions/answers)


Got lunch plans?





About the Company


Company mission/history 


Company policies:


security (code and password)


dress code [well … such as it is …] ;-)


dinner fund


customer interaction


$200.00 spending authorization


chair allowance


reimbursements


Description of roles in the company (Office Manager, Technical Writer, System Administrator, etc.) 


Office tour (physical locations, and which departments are responsible for which duties)


Company Directory





About our Products


Current Marketing Literature


LearnLinc technology overview (for everyone)


LearnLinc “under the hood” (for developers only)


Industry overview





Settling in


setting up your computer


non-tech version


tech version


list of software you should have (broken down by department)


setting up your voice mail





Other sections


Development Package (coding guidelines, how to use the bug database)


Sales/Customer Service/Marketing/Administration Packages if desired


style guide











