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Human Resources
Academic, Student, Transaction Checklist
(Departmental Checklists may not be substituted.)
Use for ALL academic hires or rehires & student new hires or rehires
	Employee Name:



	Emplid:




	Supervisor Position Number:
	

	Supervisor Name:
	

	Supervisor Emplid:
	


	 FORMCHECKBOX 
Student
	 FORMCHECKBOX 
Work Study Student
	 FORMCHECKBOX 
Academic

	 FORMCHECKBOX 
Application, Resume or Curriculum Vita
	
	 FORMCHECKBOX 
Application, Resume or Curriculum Vita

	
	
	 FORMCHECKBOX 
 Appointment Notification Form

	 FORMCHECKBOX 
FICA Checklist
	 FORMCHECKBOX 
FICA Checklist
	 FORMCHECKBOX 
FICA Checklist

	 FORMCHECKBOX 
PAF
	 FORMCHECKBOX 
PAF
	 FORMCHECKBOX 
PAF

	 FORMCHECKBOX 
Personal Data Form (PDF)
	 FORMCHECKBOX 
Personal Data Form (PDF)
	 FORMCHECKBOX 
Personal Data Form (PDF)

	 FORMCHECKBOX 
I-9 with copies of ID
 FORMCHECKBOX 
 E-Verify Documentation


	 FORMCHECKBOX 
I-9 with copies of ID
 FORMCHECKBOX 
 E-Verify Documentation


	 FORMCHECKBOX 
I-9 with copies of ID
 FORMCHECKBOX 
 E-Verify Documentation


	 FORMCHECKBOX 
Direct Deposit Form with voided check
	 FORMCHECKBOX 
Direct Deposit Form with voided check
	 FORMCHECKBOX 
Direct Deposit Form with voided check

	 FORMCHECKBOX 
W-4

Or

 FORMCHECKBOX 
Tax Assessment Form with copies of appropriate documents.


	 FORMCHECKBOX 
W-4


	 FORMCHECKBOX 
W-4

Or

 FORMCHECKBOX 
Tax Assessment Form with copies of appropriate documents.



	 FORMCHECKBOX 
Copy of SS Card if not provided with the I-9 or Receipt of Application.


	 FORMCHECKBOX 
Copy of SS Card if not provided with the I-9 or Receipt of Application.


	 FORMCHECKBOX 
Copy of SS Card if not provided with the I-9 or Receipt of Application.



	 FORMCHECKBOX 
Hiring Freeze Justification Approval
	
	 FORMCHECKBOX 
Notification of CBC completion received from HR  on: (date)     
 FORMCHECKBOX 
Hiring Freeze Justification  Approval


SIGNATURES:
Department : ____________________________________________________________

I have reviewed all documents for completion and accuracy.

Human Resources:  _______________________________________________________

July 2010

