
City of Shakopee 

Employee Onboarding Department Checklist 

 

Employee Name _________________________   Department__________________________ 

Start Date ______________________________ 

 

COMPLETE THE FOLLOWING TASKS PRIOR TO EMPLOYEE’S FIRST DAY 

 

Verify with the employee on their preferred name and the correct spelling of their name and complete the following: 

 

Task: Contact: Completed By: Date 
Completed: 

Create IT Help Desk ticket with 
the following information:   
 
•StartDate/Dept./Manager 
•Preferred name 
•Verify equipment & software 
needed  
•Phone (do they need a web 
extension?) 
•Cell Phone? 
•Badge Access needed? 
•Fuel system access (if they are 
going to be using City vehicles) 

  
 

Helpdesk@shakopeemn.gov 
 

 

  

Cell phone stipend (if 
applicable) 

Must be approved and 
signed by supervisor, then 
sent to HR 
Cell Phone Stipend Form 
 

 

  

Business Card Order  
(if applicable) 

Business Card Form 
Send to: Kim Weckman 

  

City Credit Card  
(if applicable) & Tungsten  
set-up 

Department Head to 
contact: Nate Reinhardt and 
Becky Smith   

  

Nameplate Order (as applicable)  
(office, cubicle and/or Council 
Chambers) 

City Hall – Terry Valiant 
Police – Cristie Lesko 
PW – Neal Aho  
P&R – Troy Ciernia 

  

Uniforms or Logo Apparel (if 
applicable) 

Discuss with Department 
Head or Manager 

  

 

Return completed form to Human Resources prior to employee’s first day 

mailto:Helpdesk@shakopeemn.gov
https://shakmn.sharepoint.com/sites/CityNet/Lists/Policies/Attachments/14/Cell%20Phone%20Stipend%20Agreement%20-%2008.2018.pdf
https://shakmn.sharepoint.com/sites/CityNet/Finance%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCityNet%2FFinance%20Documents%2FRevised%20Business%20Card%20Order%20Form%2Epdf&parent=%2Fsites%2FCityNet%2FFinance%20Documents

