T I. . Ve B Effective Date: 01 Oct 2021
Be e Document Code:
, %@)K v |i . NEW EMPLOYEE CHECKLIST | qus.ri-Foa

) 1Msgusﬂ.‘qurh.:\nlyal.u.c Fritide oy Rev. #.00 | Ref #:
L1 | |

EMPLOYEE INFORMATION BE i S rgnl e )

Name; AN u~olaud AN Sevet & _ Start date: | L -4 - 2026

Position: X o g \J(_e,cp,g, Manager: fwlo .9

FIRST DAY 14

(7] ‘Provide employee With New Employee Workbook. o

[V Assigd "buddy" employee(s) to answer genera‘l' questions. e Prghoadd

POLICIES& ADMINISTRATIVE PROCEDURES | i o S

[¥] Review key policies. o Personal conduct standards ~ '/ |l e' Introduction Email
e Anti-harassment) . 1, e  Progressive disciplinary actions e Office/desk/work station/Telephone
e Vacation and swk leave o Security / Safety e Mail (incoming and outgoing)
‘Hohdays ; o  Confidentiality o Shipping (FedEx, DHL, and UPS)
e | Time and, leave'reporting,,_ -1 b e Emergency procedures ¢ Conference Room
e Dress code | Visitors i o e Office Supplies
Employee Reference'Check I /| "E-mail and Tnternet uke "
‘ADMINISTRATIVE’PROCEDURES
[¥] Review general administrative procedures 1 " ' [ Biisiness Card
L b
[J] Email Creation : [ Office Key ;
Fobhaba g ! B | foned (B TSRO | N i v
(] Laptop il [ Medical Insurance !\ pr
(] Mobile [J Bank Account Opening
] Company Car [J Any Other
INTRODUCTIONS AND TOURS
] Give introductions to department staff and key personnel during tour.
[ Tour of facility, including; s Restrooms e Bulletin board s Kitchen
o Copy centers e Parking e Coffee/vending machines
e Fax machines e Printers e Emergency exits and supplies
e Office supplies

POSITIONINFORMATION

Introductions to team.

) Review initial job assignments and training plans.

[ Review job description and performance expectations and standards.
H] Review job schedule and hours.

Ifi Review payroll timing, time cards (if applicable), and policies and procedures.

COMPUTERS

[] Hardware and software reviews, including: o E-mail e Microsoft Office System | e Databases

o [ntranet e Data on shared drives e [nternet
Employee édources Manager
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NEW EMPLOYEE CHECKLIST

Effective Date: 01 Oct 2021

Document Code:

QMS-RM-F04
pr—— Rev. #.00 | Ref #:
_]EMPLOYEE INFORMATION
Name:  Jplfo  Bin  Hasban Start date: 2o Jun~20)b
Position: 5 Py Loy Manager: N ea
FIRST DAY '

4 Provide employee with New Employee Workbook.
Assign "buddy" employee(s) to answer general questions.

POLICIES& ADMINISTRATIVE PROCEDURES

Review key policies,

Employee Reference Check E-mail and Internet use

e Personal conduct standards
e Anti-harassment e Progressive disciplinary actions
e Vacation and sick leave e Security / Safety
e Holidays o Confidentiality
e Time and leave reporting o Emergency procedures
e Dress code e Visitors

Introduction Email
Office/desk/work station/Telephone
Mail (incoming and outgoing)
Shipping (FedEx, DHL, and UPS)
Conference Room

Office Supplies

ADMINISTRATIVE PROCEDURES

[4] Review general administrative procedures

[# Email Creation

[J Laptop

[] Mobile

[] Company Car

[] Business Card

[[] Office Key

[[] Medical Insurance

[] Bank Account Opening

[ Any Other

INTRODUCTIONS AND TOURS

i/ Give introductions to department staff and key personnel during tour.

[ Tour of facility, including: e Restrooms
e Copy centers

e Fax machines

°
L]
L]
®

POSITIONINFORMATION

Bulletin board e Kitchen
Parking e Coffee/vending machines
Printers e Emergency exits and supplies

Oftice supplies

[\JIntroductions to team.

Review initial job assignments and training plans.

[&] Review job description and performance expectations and standards.

[J Review job schedule and hours.

™ Review payroll tin}ing, time cards (if applicable), and policies and procedures.

'COMPUTERS

[[] Hardware and software reviews, including:

e E-mail
e Intranet

e« Databases
e [Internet

e Microsoft Office System
e Data on shared drives

Wﬁg/lﬂﬂa«@ﬁy)
AT

Employee

t

Human/Resgurces Manager
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Effective Date: 01 Oct 2021

Document Code:
QMS-RM-F04

Rev. #.00 | Ref #:

EMPLOYEE INFORMATION ik Sompratd B

Name: |/} p g Staptdate: 2o - b+ 2025
Position: F/ gl H,y'- Manager: v~ 0% o

FIRST DAY ' '~ Pzt

E"Provide employée With Néw Emiployee Workbook:
= T T | ! | by .
J%] Assign' "buddy" employee(s) to answer general questions.

POLICIES& ADMINISTRATIVE PROCEDURES

7T Review key policies.

e Personal conduct standards
* Anti-harassment Py s Progressive disciplinary actions
o Vacation ancl smk Ieave ' e Security / Safety
. 'Holldays e  Confidentiality
e | Time Q{ldllaavelrepoljting,,;. ol o Emergency procedures
e Dress code e Visitors

Ellnpldyeé"Rie&rénce‘:Cﬁeck" bl oo E-mail "ahd‘m‘tém-é% use

Introduction Email
Office/desk/work station/Telephone
Mail (incoming and outgoing)
Shipping (FedEx, DHL, and UPS)
Conference Room

Office Supplies

ADMINISTRATIVE PROCEDURES

1 Do prat e Sl i i e o i ga wrpegda YLl bded ape Ttk
[ Review general administrative' procedures ol

i | t

i:! Email Creation
| gl R

[ Laptop

[1 Mobile

(J Company Car

“11| [] Business Card

D Office Key

B : | EM E

By E] Medtcal Insurancc : o

[] Bank Account Opening

[] Any Other

INTRODUCTIONS AND TOURS

[A'Give introductions to department staff and key personnel during tour.

[} Tour of facility, including: o Restrooms
» Copy centers

e Fax machines

e Kitchen
e Coffee/vending machines
e Emergency exits and supplies

e Bulletin board
e Parking
e Printers
e Office supplies

POSITIONINFORMATION

[of Introductions to team.

[1 Review initial job assignments and training plans,

[l Review job description and performance expectations and standards.

[] Review job schedule and hours.

[ﬁ Review payroll timing, time cards (if applicable), and policies and procedures.

COMPUTERS

[J Hardware and software reviews, including:

e E-mail
o Intranet

e Databases
e Internet

e Microsoft Office System
o Data on shared drives

(e

Employee

Huma@ou}"ces Manager
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[ ] iy SRNERALTRAING LLC i by Rev. #.00 | Ref#:

EMPLOYEE INFORMATION

D) o cpss b by e
Nme: SHAH AT, Staptdate:, (Y o] (7024

Position: Hp pp)( Manager: M\ yO& Q.

FIRST DAY A :

[F'Provide employee with New Employee Workbook, '
iﬂ,Assigﬂ:"bu&d'y" eémployee(s) to answer genera!l’ quiestionss. e Jrigletid b !

POLICIES& ADMINISTRATIVE PROCEDURES .|

[ Review key policies. e DPersonal conduct standards ~ ''! ' ‘/[le' Introduction Email
o  Anti-harassment .., o Progressive disciplinary actions e Office/desk/work station/Telephone
e Vacation and sick leave e Security / Safety ¢ Mail (incoming and outgoing)

|Hollda3/s R o Confidentiality e Shipping (FedEx, DHL, and UPS)
e | Time apd‘l:eave;repc_}rtir_lg“ . | * Emergency procedures ¢ Conference Room
3|Dress code L g | » Visitors , v o Office Supplies
Employee'Reference Check "1 " | 'BE-mail and Tnternet use "
ADMINISTRATIVE PROCEDURES
A Revww general adininistrative'procedures 1 et Lt ] Business Card
|:| Ema:l Creatron |:| Office Key

e o S R WL s i

O Laptop -t m Medlcal Insurance by G
[J Mobile [] Bank Account Opening
[] Company Car [0 Any Other

INTRODUCTIONS AND TOURS

] Give introductions to department staff and key personnel during tour.

kA Tour of facility, including: e Resrtrooms o Bulletin board o Kitchen
e Copy centers o Parking o Coffee/vending machines
e Fax machines e Printers e Emergency exits and supplies
e Office supplies

POSITIONINFORMATION

[ Tntroductions to team.

A" Review initial job assignments and training plans,

[ Review job description and performance expectations and standards.
E{Review job schedule and hours.

[/ Review payroll timing, time cards (if applicable), and policies and procedures.

COMPUTERS

[J Hardware and software reviews, including: e E-mail o Microsoft Office System |e Databases
o Iniranet o Data on shared drives e Internet

UzATB. (Gt - o

Employee—" Human@rcHManager
Page 1 of 1




Yoo

NEW EMPLOYEE CHECKLIST

Effective Date: 01 Oct 2021

Document Code:

QMS-RM-F04
GENERAL TRADING LLC Rev. #.00 | Ref #:
EMPLOYEE INFORMATION
Name: \LM‘&W\(H B Mur“abm), Start date: Julq ¥, £oak
Positon:  (aohe Manager:  Mhcan  hchmond
FIRST DAY

7 Provide employee with New Employee Workbook.

'l Assign "buddy" employee(s) to answer general questions.

POLICIES& ADMINISTRATIVE PROCEDURES

Review key policies.
e Anti-harassment
e Vacation and sick leave
e Holidays
e  Time and leave reporting
e Dress code
Employee Reference Check

Personal conduct standards

Security / Safety
Confidentiality
Emergency procedures
Visitors

E-mail and Internet use

® @ @ @ o @

Progressive disciplinary actions

Introduction Email
Office/desk/work station/Telephone
Mail (incoming and outgoing)
Shipping (FedEx, DHL, and UPS)
Conference Room

Office Supplies

ADMINISTRATIVE PROCEDURES

jZT Review general administrative procedures

[] Email Creation

[] Laptop

1 Mobile

] Company Car

(] Business Card

[l Office Key

JZ’ Medical Insurance

[] Bank Account Opening

[] Any Other

Cim Card

INTRODUCTIONS A0 TOURS _

[;LGive introductions to department staff and key personnel during tour.

L)-Tour of facility, including: e Restrooms o
e Copy centers

e Fax machines

e Parking

e Kitchen
e Coffee/vending machines
e Emergency exits and supplies

Bulletin board

Printers

° Ofﬁce supplies

POSITIONINFORMATION

Ig’}ntroductions to team.

I Review initial job assignments and training plans.

[ Review job description and performance expectations and standards.

& Review job schedule and hours.

L+ Review payroll timing_, time cards (if applicable), and policies and procedures.

COMPUTERS

7T Hardware and software reviews, including: e E-ma

e [ntranet

il e Databases

e Internet

e Microsoft Office System
e Data on shared drives

L

Human Resourcts Manager
Page 1 of 1
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‘GENERAL TRADING L.L.C

NEW EMPLOYEE CHECKLIST

Effective Date: 01 Oct 2021

Document Code:
QMS-RM-F04

Rev. #.00 | Ref #:

EMPLOYEE INFORMATION et

_;\{ame: Mol sven ALHL.,,... Start date: ’5’&/% | Derd b

Position: < o5 rpor Nonock or Manager:  , y o4 AL, Baa A
FIRST DAY

& Provide employee with New Employee Workbook.
Z/Assign "buddy" employee(s) to answer general questions.

POLICIES& ADMINISTRATIVE PROCEDURES

E7 Review key policies. e Personal conduct standards

e Anti-harassment s Progressive disciplinary actions
e Vacation and sick leave e Security / Safety

e Holidays e Confidentiality

e Time and leave reporting o Emergency procedures

e Dresscode e Visitors

Employee Reference Check E-mail and Internet use

Introduction Email
Office/desk/work station/Telephone
Mail (incoming and outgoing)
Shipping (FedEx, DHL, and UPS)
Conference Room

o QOffice Supplies

ADMINISTRATIVE PROCEDURES

Z/ Review general administrative procedures
E]/ Email Creation
}Z/Laptop
Q/Mobile

[l Company Car

[ Office Key

[J Bank Account Opening

[] Any Other

[ ] Business Card

[] Medical Insurance

1M cow ©

INTRODUCTIONS AND TOURS

EA Give introductions to department staff and key personnel during tour.

Z/ Tour of facility, including; s Restrooms
s Copy centers

e Fax machines

POSITIONINFORMATION

e Bulletin board
e Parking
e Printers
s Oftice supplies

e Kitchen
e Coffee/vending machines
e Emergency exits and supplies

A Introductions to team.
E/Review initial job assignments and training plans.
Q/Revicw job description and performance expectations and standards.

1 Review job schedule and hours.

LB/ Review payroll tim_ing, time cards (if applicable), and policies and procedures.

COMPUTERS

JZr Hardware and software reviews, including: e E-mail

e [ntranet

e Databases
e Internet

e Microsoft Office System
e Data on shared drives

Human rdés Manager
Page 1 of 1




