  Induction Plan                          

	Agenda


	Contact Person 
	Day
	Time

	Joining Formalities & Induction 


	HR Manager / Exe

	Day 1 
	10.00 am

	Overview of Finance Function  - (Claims, Payroll, Investment Declaration,)


	HR Manager / Exe

	Day 1 
	11.00 am

	Overview of Operations 


	CEO 


	Day 1 
	12.00 pm

	Lunch 


	P1 – P3  with Supervisor ;

M 3 & Above – CEO

	Day 1
	1.00 pm

	Overview of respective Division


	HOD
	Day 1 
	2.00 pm

	Meeting with Project Director / Project Manager (Role & Expectations)


	PD/ PM 
	Day 1
	3.00 pm

	Orientation 

Tools (PM / BA)

· Source Forge

· CCCQ

· Time Sheet


	Supervisor / BA
	Day 2 onwards & to be completed within 1 month
	N.A

	Feedback
	HR Executive
	End of three months


	N.A











