
Day Topic Resources Provided
Time to 

Complete Buddy Completed 
Date

EMPLOYEE 
Sign Off Intials 

Welcome
 Tour and Provide Introductions to their Department Team and All Other Local Teams   30 min Buddy 

 I Love Vacations Team Overview LINK 10 min Buddy

Review All Territory Contacts LINK 10 min Buddy

 Explain all Departments in Company-ORG Chart Review-PRINT IN ADVANCE LINK 15 min Buddy

 Review Company Department Directory  LINK 15 min Buddy 

 Welcome Letter Review -PRINT IN ADVANCE  Review hard copy with employee 30 min Buddy 

 Copy Government ID Documents  Buddy to copy and email to HR@ilovevacations.com 15 min Buddy/HR

 BREAK N/A 15  min N/A

30 min Buddy

New Employee-Adding Email to your Phone

New Employee-Initial Mobile Phone Set Up

New Employee-Logging in to accounts the  first time

30 min Buddy

New Employee-Initial Computer Set Up-Download Chrome

Email-How to Log into Email Account and Set up Password

New Employee-Adding Email Account to Computer

New Employee-Initial Computer Set Up-Set Up Bookmarks-Log Into Accounts

AVAYA-Initial Set Up and Introduction

 Lunch on company with Buddy N/A 1 hr Buddy

 DNet set up  Network Computer not a phone 15 min Buddy/HR

 HR Portal-Request PTO Days  LINK 15 min Buddy/HR

ILV Way Book Overview - Mission Statement/Core Values, Company Goals, Territory Goals LINK 30 min Manager

 Job Description Review-PRINT IN ADVANCE  LINK 15 min Manager

Benefits-Company Handbook Overview
 Company Handbook Overview LINK 30 min Buddy

 Pay days 15th and last day of month/Pay Stubs  Review this topic in detail 15 min Manager

 Benefits  Review this topic in detail 15 min Manager

 401K Review this topic in detail 15 min Manager

 Paid Holidays  Review this topic in detail 15 min Manager

 PTO Time Off Requests  Review this topic in detail 10 min Manager

 Make Up Day  LINK 10 min Manager

 Employee referral Program $500 Explain $250 after 30 days, $250 after 90 days 10 mn Manager

 Break N/A 15 min N/A

Engagement
 Culture Index review-Pull CI Survey for employee and Manager  15 min Manager

 Team Meetings  
Review Daily Touchbase, One on One 
and Company Meetings

10 min Buddy

 Monthly Employee Newsletter  LINK 10 min Buddy

 Annual Reviews/Merit-Review annual date from start date with explaning evaluation 
10 min Buddy

 Take headshot photo for email footer-send to Marketing  LINK 15 min Buddy

Employee Name/Phone Number:

Job Title/Territory: 

Buddy Name/Phone Number : 

https://ilovevacations.com/faq_cats/in-the-field-team-new-employee-training/ 

https://ilovevacations.com/faq_cats/office-team-new-employee-training/

D
AY

 1

IN THE FIELD TEAM I Love Vacations University Introduction and Initial Accounts Set Up 

IN THE OFFICE TEAM I Love Vacations University Introduction and Initial Accounts Set Up 

5-Day Plan

BUDDY PROGRAM 

Review culture index survey in detail

LINK

mailto:HR@ilovevacations.com
https://ilovevacations.com/faq_cats/in-the-field-team-new-employee-training/
https://ilovevacations.com/faq_cats/office-team-new-employee-training/
https://ilovevacations.com/faq/i-love-vacations-team-overview-2/
https://ilovevacations.com/faq/all-territory-contacts/
https://ilovevacations.com/faq/human-resources-directors-and-managers-flow-chart/
https://docs.google.com/spreadsheets/d/1RMY2dhPZ_Q6p54aKEvcbeJZGgWSyMwYk/edit#gid=1337617846
https://ilovevacations.com/faq/human-resources-how-to-submit-pto-request-through-the-employee-portal/
https://ilovevacations.com/faq/human-resources-i-love-vacations-way-book/
https://docs.google.com/document/d/1XVmReiT_qwQbQwCdVmAAOLofhsTNAmOh/edit
https://docs.google.com/document/d/1Q5R2Eb1JWV9sDXtmWsnYj_w_fu9xn19f/edit
https://ilovevacations.com/faq/human-resources-make-up-day-form/
https://ilovevacations.com/faq_cats/employee-newsletters/
https://docs.google.com/forms/d/e/1FAIpQLSdtD-ydZehdm0C6Um0f5upUu27cVIYmC6Uh5F-bqUIQub-jvA/viewform
https://ilovevacations.com/faq/human-resources-annual-review-form/
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Time to 
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Date
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Sign Off Intials 

Compliance
 ILV Accountibility Lists by Department LINK 15 min Buddy

 Raci Sheet Department Accountibility Charts-Review All Departments  LINK 30 min Buddy

 Team/Personal QTR Rocks  LINK 30 min Buddy

 Break   N/A 15 min NA

 University Review LINK 2 hr Buddy

 Lunch on company with Manager  N/A 1 hr Manager

 Mileage Policy  LINK 15 min Buddy

 Mileage Form  LINK 15 min Buddy

 Travel Policy  LINK 15 min Buddy

 Expense Report Submittal LINK 15 min Buddy

 Company Credit Card if needed-Sign Off Form LINK 15 min Manager 

 OPS Forms  LINK 30 min Buddy

 Workers Compensation (WC) Accident Form LINK 15 min Buddy

 Office Communication Board-Location Board   Compliance on what gets posted 15  min Manager

 Location Visit Recap (LVR)-Location Board  LINK 15 min Manager

 Break   N/A 15 min NA

BD/Onboarding 
 Review Business Development Review the process 15 min Buddy

 Vacation Rental Referral  
Vendor/Employee $1000 where 
applicable 5 min Buddy

 Rental Performance Analysis (RPA) to Owner Explain that BD drafts RPA for Owner 10 min Buddy

 I Love Vacations and Owner Responibilities  LINK 10 min Buddy

 Owner Love Languages  LINK 5 min Buddy

 Management Agreement  LINK 15 min Buddy

 Onboarding of Homes  

Explain the process of setting 
everything in systems and building the 
listing.  

15 min Buddy

Day Topic Resources Provided
Time to 

Complete Buddy Completed 
Date

EMPLOYEE 
Sign Off Intials 

Software 
 BREEZEWAY-Overview LINK 1 hr Buddy

 BREEZEWAY-Explain the types of inspections Walk through each type of Inspection 30 min Buddy

INSPECTOR 15  min Buddy

MAINTENANCE 15  min Buddy

 BREEZEWAY-Kitchen Inventory 
Explain the task of a new home set up 
and the template 

15 min Buddy

 BREEZEWAY-How to prioitize tasks  Give Examples 30 min Buddy

 Break   N/A 15 min NA

 BREEZEWAY-How to report an issue and the most common types of issues  LINK 30 min Buddy

 BREEZEWAY-Maintenance VS Inspection Task LINK 30 min Buddy

 Lunch on their own N/A 1 hr Self

 How to report items for Accounting on Breezeway Give examples of common issues 1 hr Buddy

 Explain and provide the email to send receipts to accounting LINK 30 min Buddy

 Lost & Found Procedure-Review process for each office using Breezeway  15 min Buddy

 LYNX-Lynx Overview LINK 30 min Buddy

 Break   N/A 15 min N/A

 STREAMLINE-Overview LINK 15 min Buddy

Management Operations 
To review with 
Managers 

 Ordering Marketing Materials  LINK 10 min Buddy

 Ordering Amenitites  LINK 10 min Buddy 

 Ordering Swag 10 min Buddy 

 Ordering Linens  LINK 10.min Buddy 

 Bedding Sizes  

Twin - Blue Stiching
Queen - Green Stiching
King - Red Stiching

10 min Buddy

 Amazon Office Orders/Spending Limits Manager Accounts 10 min Buddy

D
AY

3

BREEZEWAY-Explain the types of home buildouts and how they should be completed on 
the phone.

D
AY

 2

LINK

LIN K

https://docs.google.com/spreadsheets/d/1qQjFb4aGU9ySpwPcn9QRDh8zwbQUOvBYADaZ8I3_6ls/edit#gid=1262350546
https://docs.google.com/spreadsheets/d/1FE4xXgPaCIcBO4ixepgHBg16CiIxcXSTdV1FCnKOYbE/edit#gid=1950899322
https://docs.google.com/spreadsheets/d/18Uf4QSCs7roPWrbVlkqcPL73NSTpgzAF0a9amqAvKRA/edit#gid=0
https://ilovevacations.com/faq/i-love-vacations-university-login-and-navigation-guide/
https://ilovevacations.com/faq/human-resources-mileage-policy/
https://ilovevacations.com/faq/human-resources-mileage-report-employee/
https://ilovevacations.com/wp-content/uploads/2023/07/Travel-Policy-7.7.23.pdf
https://drive.google.com/file/d/1DZPqoW-HfZEy9S3a9Dy8IkFdxtsCXXQM/view
https://ilovevacations.com/wp-content/uploads/2023/08/Credit-Card-P-Card-AGREEMENT.pdf
https://docs.google.com/spreadsheets/d/13AdDeW7RKDyszxtqqmeOsT_TVrxpj2hdEvmN-iFCb0Y/edit#gid=0
https://ilovevacations.com/wp-content/uploads/2023/06/NEW-Accident-Incident-Report-Fillable-Form.pdf
https://ilovevacations.com/faq/template-i-love-vacations-location-visit-report-lvr/
https://ilovevacations.com/faq/business-development-owner-manager-responsibilities/
https://ilovevacations.com/faq/owner-experience-owner-love-languages/
https://ilovevacations.com/faq/business-development-management-agreement-faqs/
https://ilovevacations.com/faq/marketing-new-property-onboarding-process/
https://ilovevacations.com/faq/breezeway-basics/
https://ilovevacations.com/faq/breezeway-how-to-complete-new-property-home-buildout-inspector-task-on-your-phone/
https://ilovevacations.com/faq/breezeway-maintenance-inspectors-how-to-complete-new-property-home-buildout-maintenance-task-on-your-phone/
https://ilovevacations.com/faq/breezeway-app-how-to-view-and-complete-a-task/
https://ilovevacations.com/faq/breezeway-app-how-to-view-and-complete-a-task/
https://ilovevacations.com/faq/accounting-how-to-submit-credit-card-receipts/
https://ilovevacations.com/faq/lynx-introduction/
https://ilovevacations.com/faq/streamline-reservation-information-overview/
https://docs.google.com/forms/d/e/1FAIpQLSct9zFVoTTiV3-c_5or0dx_fil94ldjOL-YrTd2U9W0-tE7Eg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSd3B2ZC3OIKyZxHplu-P9KMdqhEVejoKaTwN14pXz-OZF23fg/viewform
https://docs.google.com/forms/d/e/1FAIpQLScEPma3-Vxm4hIhQIBitky9PYcsBpz8OWKMfNOu2pxdSXgRbA/viewform
https://ilovevacations.com/faq/human-resources-company-credit-card-agreement/
https://forms.gle/7i3Tj9bvxVCkVGXZ9
https://ilovevacations.com/faq/lost-and-found-policy/


Day Topic Resources Provided
Time to 

Complete Buddy Completed 
Date

EMPLOYEE 
Sign Off Intials 

Day in the Life of the Role
 Standard Property Appearance Manual (SPA)   LINK 1 hr Manager

 Shadowing of the role  Field  or Office 3 hr Buddy

 Lunch on their own  N/A 1 hr Self

 Visit Homes  Field 4 hr Buddy

Review Role 
 Checkins/Checkouts Verify understanding Of the process 1 hr Buddy

 HA Roles  Guest Call 1 hr Manager

 Review all training  Focus on Key Areas of Role 2 hr Buddy

 Lunch on their own  N/A 1 hr Self

 Q & A  Have New Hire gather questions 4 hr Buddy

DA
Y 

4
DA

Y 
5

https://ilovevacations.com/faq/standard-property-appearance-manual-spa/
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