Stakeholder Onboarding Communication Checklist

¢ I|dentify and list all stakeholders

¢ Define onboarding objectives

e Gather stakeholder contact information

e Prepare onboarding materials

e Schedule onboarding meetings or calls

e Share project overview and timelines

e Set clear expectations and roles

¢ Provide required access to tools or platforms
e Address stakeholder questions

¢ Document feedback and follow-up actions
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