ORIENTATION CHECKLIST A & B

ANRERA&B
Name of Employee:
R
Position: Department:
HAAE - ERE
Welcome Kit:
M IBAL A -

=  Welcome Letter from GM

I 9= PSEZ3L Ninp e UL

=  Welcome note from DHR with meeting schedule (one-on-one with other Dept. Heads)
« RAAIBHERI R, A SBCEHE CSHEAETT RS 2D

= Mission Statement

- fEAES

= Job Description

«  RALHEA

* Employee Handbook

« RTFM

* Grade A & B privileges
= A &B L

= Hotel’s fact Sheet/brochures, etc.
o WRETE O 1 EAR NS

» Strategic Management Brochure

= R T M
= Staff Stay-Over Staff Policy
- BLRTEEUR

» F&B Discount Policy

- BIRITIECR

» Bank Account Enrollment Form

= HUTIK ) GILR

» Medical Insurance Enrollment Form

= RITORKGILER

= Transportation Schedule (from housing to hotel and back)
o I FEIRAE AR

= Bomb Threat

= FESREIH

= Name Badge
A

= Hotel Pin

= PERECE

* Business Card(s)
)

»  Other forms (Alcohol, Driving License, phone, etc.)
- UERE (. B RIS

= Map & places of interest

- P & AMEAE
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ANREHRA&B
Government Formalities:

BUNF4E:
Residence Permit
AR
Medical Check-up
LN
Health Card
V7S
Labor Contract/Labor Card
5 LA/ 58k
Time frame for the above
L IRUEAF AT B0V R

Benefits:
EF:

Accommodation/Utilities/Housekeeping services
195 / A%/ KBURS

Laundry Timings

YA () 22 HF

Meals

HI%&

Recreational facilities (Oasis Resort/gym, etc.)
BRI (LR AR / i B4R
Medical/Insurance

By7 /ORI

House Doctor

AR

Steward Sales

W B
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ANFRERA&B

General:
HEH:
»  Accommodation/Building facilities
o AETE /AR
= Currency
- BEim
= Transportation
T3 i
» Culture/Religion/Dress Code
= SO/ R AR EDR
» Law & Order
- P& A
= Facilities/shopping
- Wit / M)
= Salary/salary advance
- B BSCH A
* Mail/mailing address
o HEAF /7 WS A7 Huhl:
* Human Resources Policy Manual
= ANJIBIRBUR T
» Fire & Safety Manual
- BT
= Others :
. /E\:'E
Declaration:
LR

I have received relevant materials and all the above was discussed and explained to my entire
satisfaction.

WOWEAARL,  JExs AT ik 8 AR A A R R 58 AT

Employee Name : Date : Signature
ERGEE H 1 X4




