Checklist for new employee forms and documents
List of Forms and Materials:

· Emergency Contact List

· Employee Phone List Information Sheet

· W-4 Form

· State Withholding

· I-9 Form

· Direct Deposit Form

· Health Insurance Application

·  Life and Disability Insurance Application

· 403b:

· Contact information 

· Forms

· Credit Card  Application 

· Mileage / Reimbursement Form 

· Tax Exemption Certificate

· Evaluation Form / Job Description

Admin Received?:

· ____ Copy of Driver’s License
· ____ Copy of second form of ID for I-9
· ____ Copy of Vehicle Insurance

· ____ Confidentiality Agreement

· ____ Receipt of Handbook

· ____ Credit Card Application

· ____ E-resume

· ____ Tax Forms / Deposit Information

· ____  I-9

· ____ Copy of Cancelled Check for   Auto-Deposit
· ____ Insurance Application
Handouts / Materials:

· ____ Welcome Sign

· ____ Employee Handbook

· ____ Policy & Procedure Manual
· ____Daily

· ____ Fiscal

· ____ Development

· ____ Listserv Policy
· ____ Service Standards 

· ____ Job specific grant binder

· ____ MCADSV History Document

· ____ Adult Abuse Act History Document
· ____ History of MCADV to MCADSV
· ____ Important Statutes

· ____ Orientation to Technical Assistance  
· ____ SV101

· ____ DV101
· ____ The Basics: Prevention
· ____ Directory

· ____  End of Session Legal Bulletin
· ____  Funding Source Flowchart

· ____  Glossary of Legal Terms

· ____  Training/Event/Reg. Mtg. Calendar 

· ____  Service Statistics

· ____  Funding Needs Report

· ____  Overview of Funding Sources

· ____  Acronyms and Terms Used List

· ____  Frequently Used Web sites

· ____  Memo on Public Loan Forgiveness

· ____  Organizational Chart

· ____ current

· ____ new / pending

· ____ Binders for:


· ____ The Latest

· ____  Legislative Updates
