New Hire Process

Purpose: The purpose of this workflow is to outline the process for requesting a space for a new hire.
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Notes:

For new hires in an office; keys will be placed at reception. Keys will
be available on the first day at the reception desk for both EDI and
EDII or with manager to make arrangements for pick up. For new
hires with workstations, keys will be placed in workstations one day
before start date.




