ODYSSEY LOGISTICS

ASSURANCE & TRUST PRO

Onboarding

Policy

A formalized onboarding process spanning pre-hire IT setup, equipment provisioning, and Day 1
readiness, ensuring new hires are equipped and integrated in a timely, compliant manner.

POLICY POL022 ENTERPRISE-WIDE SCOPE ANNUALLY REVIEWED

PROGRAM OVERVIEW

Odyssey Logistics standardizes onboarding timelines, communications, and ticketing processes across HR, IT, and hiring managers, applying
the same structured workflow to full-time employees, contractors, and temporary staff.
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Advance Notice Standardized Provisioning Access Governance Consistent Equipment
Required lead time ensures Defined ordering, imaging, and Account creation is tied directly Standards

equipment and accounts are setup steps follow a consistent to a formal, validated new-hire Standard imaging and peripheral
ready before the start date. timeline. submission.

packages apply based on work
arrangement.

FRAMEWORK NIST CSF CIS Controls ISO/IEC 27001

ALIGNMENT Protect function —identity and asset Account and asset management for new Onboarding and access provisioning
provisioning at hire. user onboarding. safequards.

WHAT THIS POLICY COVERS

The policy is structured across the sections below. Each is mapped to the corresponding area of recognized security practice — demonstrating coverage
without disclosing internal control specifics.

m Executive Summary m Scope

Objective to ensure timely, compliant new-hire readiness. Lifecycle coverage from pre-hire setup through Day 1readiness.
m Objective m New Hire Request

Standardization and cross-functional collaboration goals. NIST CSF Ticket timing, required data fields, and procurement sequencing.
m IT Account Creation “ Equipment Setup

Account and application access request process tied to formal Standard imaging and peripheral provisioning by work arrangement.

submission. CIS Controls 1SO/IEC 27001

Sensitive & Restricted for Distribution — Business Confidential. Not for release outside Od thout written
authorization.
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