
GUIDELINES FOR DEVELOPING A WELCOME PACKET 
Terminology Guide 

 Tell the employee why you are providing the guide and ask for help improving it.  Ask          
members of your team what terms should be described and how to define them. 

 When possible, include a reference to how the employee might actually hear the term used 
 Instead of just stating “what” the term means, include details like history and future direction 
 to provide perspective. 
 Refer to other terms on the list and materials in the welcome packet to enhance learning. 
 Try to maintain a light, conversational tone in the document. However, be sure to remain         

professional. 
 Interpret what the term really means to the employee in a practical, meaningful way  
 Provide details about the team to help the new employee learn about and fit in with                  

the culture  (e.g., “Most of us have our RDOs on Fridays…”  RDO: Regular Day Off definition). 
 Include all commonly used terms, even if the guide becomes lengthy.   
 Alphabetize the terms for easy reference. 

 
 
Org Chart 

 Format the chart to fit on a single page. 
 Group people with the same title into one box to save a considerable amount of space. 
 Make all boxes the same size and space them evenly.  Charts look better if all the boxes (and 

spaces between the boxes) are the same size. 
 Put the title of the position first, then the name of the person occupying it. 

 
 
Role Relationship Handout 

 Have current staff summarize their job duties to include on the chart.  
 Focus on the job duties that make each employee’s role unique. 
 Include names for the employees in each role. 

 
Phone List 

 Make sure your phone list is up to date, including the new hire’s phone number  
 Include department fax numbers 

 

 
Office Floor Plan 

 Label cubicles and offices with the name of the employee who sits there. 
 Include the new employee’s name and cubicle location. 
 Include other units, sections, and divisions that occupy the same office space. 
 Designate emergency exits, break room/lunchroom, copy room, conference rooms, etc. 
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Campus Map 
 Include a Campus Map in your Welcome packet when your department is on the same            

premises as other departments 

 The campus map should include your department and the location of any other departments  
located in the same complex 

 
Map of Surrounding Area 

 Internet mapping websites (e.g., Google Maps) are useful tools for creating and customizing 
 maps. 

 Survey your current staff for restaurant or other business recommendations. 

 Include relevant information such as price, type of food, distance from office, etc. to make the 
 map truly useful for new employees. 

 

 



SAMPLE WELCOME PACKET 
Sample Terminology Guide (Child Support Services) 



SAMPLE WELCOME PACKET 
Sample  

Org Chart 
(Executive Office) 



SAMPLE WELCOME PACKET 
Sample Org Chart (Planning & Building Services) 



SAMPLE WELCOME PACKET 
Sample Role Relationship Handout (Human Resources) 



SAMPLE WELCOME PACKET 
Sample Phone 
List (Planning & 
Building Services) 



SAMPLE WELCOME PACKET 
Sample Office Floor Plan 
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SAMPLE WELCOME PACKET 
Sample Campus Map (Low Gap Complex) 



SAMPLE WELCOME PACKET 
Sample Nearby Businesses 


