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NEW HIRE CHECKLIST

NAME ___________________________________________________________

LOCATION ______________________________________________________

JOB TITLE _______________________________________________________

___Completed Application

___Form W-4 - Federal Employee Withholding Allowance

___Applicable State Employee Withholding Exemption Form

___Form I-9 - Employee Eligibility Verification

___Copy of Social Security Card, Birth Certificate (cert. copy) or U.S. Citizenship    

___Copy of State Driver’s License, Military ID Card or Voter’s Registration Card

___Personal Data Sheet

___Signed Drug Free Awareness Statement

___Signed Employee Statement

___Employee Status Report

___Invitation to Self-Identify

___ Receipt/Understanding of Code of Business Ethics and Employee Conduct 

___ Receipt/Understanding of Harassment Policy
___Confidentiality Agreement 
___Employee Direct Deposit Authorization Form with Voided Check

___Uniform Data Sheet

___Background Check Authorization

___401 K Enrollment Form 

___Copy of Craft Certification (Employee provided, if applicable)

___Personnel Handbook (Provided at Jobsite)
___Viewed employee discrimination and harassment video (At Jobsite)

___Time and Attendance Form (Provided at Jobsite)
___Employee Clearance Form (Provided at Jobsite, if applicable)
___ID Badge (Provided at Jobsite)
