New Employee Checklist

The following checklist is useful to ensure all of the documentation required to be an employee within your organization is completed and filed in their individual employment file.  Some of these items may not apply to your organization.

Name: ________________________    Date of Hire: ________    S.S.#: _______________

Address: ____________________________________________    Phone: _____________ 

[] Create Employment File 

[] Application Completed, Signed and Filed.

[] Authorizations for Background Check, Physical & Drug Screen Signed and Filed

[] Reference and Previous Employment Checked and Signed

[] Background Check Ordered ____    Received: ____    Reviewed By: ________

[] Phys/Drug Ordered: _______    Received: _______    Reviewed By: ________

[] Payroll Change Notice Filled out and Signed.

ORIENTATION (See Orientation Procedures) 

[] I-9 Documentation

[] Federal Tax Withholding Form

[] State Tax Form Withholding Form

[] Employee Manual Read and Signed

[] Important Policies Read and Signed

[] Employee Personal Information Sheet

[] Employee Emergency Contact Information

[] Review Benefit Information

[] Benefit Enrollment Forms

[] All Orientation Documents Filed

[] Entered in HRIS & Payroll Systems 

[] Keys

[] Office equipment

[] Workspace

[] Instructions for operating phone, copier, fax, computer, etc.

Verified By: ___________________    Date: __________ 

NOTE: ORIGINAL FORMS TO BE FILED IN EMPLOYMENT FILE.
