New Employee Record Chart
Employee  ________________________
Position  _____________________

Department  _______________________
Date Employed _________________

The above new employee must have checked item(s) in file.

Document


Required

Completed

Employment Application

________

_________

Employee Data Sheet

________

_________

W-4 


________

_________

I-9


________

_________

Induction Form


________

_________

New Hire Report

________

_________

Applicant Waiver Releases
________

_________

Substance Abuse Test Consent
________

_________

Non-Compete Agreement
________

_________

Confidentiality Agreement
________

_________

____________________________________________________________

____________________________________________________________

___________________

Supervisor
     

___________________

Date


