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WORKSHEET / FIRST DAY INSTRUCTION SHEET 

 

Meet with your manager and your HR director to complete this worksheet: 

 

Meet with your HR director to sign all necessary paperwork and receive any company issued 

equipment. 

 

Have your manager direct you to your assigned desk location. 

 

Be sure to ask where the lavatory is located and if there is any code to access. 

 

Find out how to order any office supplies and where those might be located in the office. 

 

Locate the kitchen/break room and learn the process for storing food, making coffee, using a 

microwave etc. 

 

My title is             

 

 

Make sure you learn how to access your email system. 

 

My email address is            

 

The office phone number is           

 

My direct dial number is           

 

 

We have the following meetings on the following days that I am expected to attend: 

 

 

Meeting      Day and time 

 

 

Meeting      Day and time 
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FIRST DAY INSTRUCTION SHEET 

Special instructions to get into the office 

Dialing instructions to dial out  

I am expected to begin my work day at  

I am expected to finish my work day no earlier than 

The top salesperson here works these hours typically 

My sign-on to the Sonitrol Dealer portal is 

Once you have completed this worksheet, including all the required HR paperwork. You are ready to 

begin your journey with Sonitrol. 

Check your email.  There will be an invitation to the Sales Onboarding Quickstart program from 
Sonitrol Sales Academy.  This system will guide you through your first 3 months at Sonitrol, to help 

you become the most proficient salesperson in the quickest time possible. 

Sign into the system and begin your journey!  Good luck and good selling. 
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