	
	EMPLOYEE CHECKLIST


	Employee Name:
	

	Hire Date:
	
	Reports To:
	

	Position:
	
	Location:
	


	New Hire Forms and/or Action To Be Taken
	Waiting on Info
	Completed
	Email/Fax/File

	Request for Personnel; PAN 
	
	
	

	Applicant Resume,  Letters of Recommendation, Initial Correspondence
	
	
	

	Assessment Test Results
	
	
	

	Employment Application
	
	
	

	Job Description
	
	
	

	Offer Approval Form
	
	
	

	Offer Letter
	
	
	

	Employment Agreement
	
	
	

	Background Authorization Form
	
	
	

	Employee Form (Emergency Contact Form)
	
	
	

	Employee Handbook Release Form
	
	
	

	VA New Hire Form (Copy of this must be submitted to VA New Hire Reporting)
	
	
	

	State W-4 Withholding Form 
	
	
	

	Federal W-4 Withholding Form
	
	
	

	Direct Deposit Form
	
	
	

	Waiver of Employee or Dependent Health Care Form
	
	
	

	U. S. Department of Justice Employment Eligibility Verification Form (must be kept separate from employee personnel file)
	
	
	

	Health Care Forms (must be kept more than 4 feet from personnel records)
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