
 

 

Hiring Manager’s Pre-Hire Checklist for New Staff 

 
 

Workspace Preparation:  

Furniture  

Telephone 

Keys  

Building access  

University credit card  

Deacon Depot 

 

Internal Communications:  

University listserv  

Name badge  

Business cards  

Department announcement (Department is responsible)  

Department listserv (Department is responsible)  

Department calendars (Department is responsible)  

Department contact lists (Department is responsible)  

 
 

http://www.wfu.edu/purchasing/
https://www.remedy.wfu.edu/arsys/shared/login.jsp
http://facilities.wfu.edu/request/
mailto:%20deacononecard@wfu.edu?subject=Requesting%20Building%20Access
mailto:%20deacononecard@wfu.edu?subject=Requesting%20Building%20Access
http://procurement.wfu.edu/creditcard/creditcard.html
http://deacondepot.wfu.edu/
http://lists.wfu.edu/mailman/listinfo/
http://web.wfu.edu/identity/download/?action=view&page=nametag
http://www.wakehealth.edu/Creative/Stationery/Custom-Typeset-Business-Cards.htm

