
 

 

Onboarding Checklist 
Field Office Team Member 

 
Before Meeting: 

​ Share the dates of the future calls 
​ Reach out to Caroline/Sandlot to be added to calendar invites 
​ Reach out to Communications Officer to be added to the org chart 

​ Information needed: Name, cell phone number, BU  
​ Have Caroline/Sandlot update the org. chart on the WON website 
​ Review WON website with new Team Member 

​ Focus areas: FO Microsite, Documents and Resources (past call recordings, 
templates for BU presentations, etc.) 

​ Share the 6/5 FOA Meeting Recap/Orientation - available on WON website  
​ Confirm the new Team Member is already in the WON GroupMe (and have Membership 
Officer add her to the FO Teams GroupMe as well) 

 


