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New Hire Checklist                    

Employee name:  _________________________    Date of hire: _______________________
Position:  _______________________________     Location: __________________________
____ Employee application
____ Employee resume
____ Interview rating form/notes
____ Emergency notification form
____ Employee information sheet
____ W-4 Form Federal tax form

____ State tax form

____ I-9 form

____ Copy of driver’s license

____ Copy of Social Security card

____ Copy of Green card

____ Employee handbook receipt acknowledgement

____ Job description

____ Training manual receipt acknowledgment

____ Anti-harassment policy acknowledgement

____ Direct deposit authorization and voided check

____ Emergency procedures acknowledgement

____ Employee handbook issued

____ Employee training manual issued

____ Assign employee number

____ Issue employee time card

____ Healthcare plan enrollment forms

____ _________________________________________________

____ _________________________________________________
