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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

Adam Safeguard & Inquiry Systems, Inc


