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ORIENTATION CHECKLIST
	New VJU member
	:
	Bui Thi Hoa

	Position
	:
	MCCD Program Assistant 

	Department
	:
	MCCD Program 

	Start date at VJU
	:
	June 4th, 2018


	No
	Item
	Date
	Signature of VJU member
	Signature of

person in charge

	Welcome

	1
	Introduction letter via email

	
	Bui Thi Hoa

	Dinh Thu Phuong


	2
	Work space and meeting with other members in the Department
	
	Bui Thi Hoa

	Nguyen Ngoc Huy


	3
	VJU campus tour

	
	Bui Thi Hoa

	Dinh Thu Phuong



	4
	Equipment and supplies 

(Computer, software, pass card, update websites)
	
	Bui Thi Hoa

	Vu Thanh Tung


	5
	Email account, business cards, Stationary, Welcome board
	
	Bui Thi Hoa

	Le Thi Quynh Nga



	6
	Visa (for foreigner) 

	
	No
	No

	7
	Meeting with the Rector


	
	Bui Thi Hoa

	Dinh Thu Phuong



	Orientation

	1
	Internal working regulations 

	
	Bui Thi Hoa

	Dinh Thu Phuong



	2
	Personnel policies, procedures and benefits
	
	Bui Thi Hoa

	Dinh Thu Phuong



	3
	Overview about VJU

	
	Bui Thi Hoa

	Ho Nhu Hai


	4
	Overview about JICA and TC Project
	
	Bui Thi Hoa

	Kazuhiro Yoneda


	5
	Overview about TOR and working mechanisms 
	
	Bui Thi Hoa


	Dinh Thu Phuong




This orientation checklist must be filled in within the first 2 weeks of employment.
Reference: VJU-HR-22.4.2018
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