Employee Hiring Process Paperwork for ALL Companies

BACKGROUND CHECKS MUST BE COMPLETED FOR ALL POTENTIAL CANDIDATES PRIOR TO ANY OFFERS BEING MADE
Complete and return a signed Veritable Screening agreement with Copy of Driver License and Social Security Card, to Human Resources, either PDX or Sir Lancellot, NOT the office.
When the results return favorably the offer can be made. 
1. If an offer is being made a copy of the appropriate Employee Handbook will be sent directly to the candidate’s personal email and they can sign and include the Acknowledgement form with the new hire paperwork.
2. Appropriate state w4 requirements will be included in the email
3. The email will also request their size for uniform shirts.
4. Offer Letter and Conditions of Employment will be sent to hiring manager for review and to pass on to the candidate.
DOCUMENTS TO BE RETURNED TO COMPLETE EMPLOYMENT APPLICATION PROCESS
1. Application	Must be completed entirely ,signed and dated. “See resume” for previous employment is not acceptable.
2. New Hire information Sheet
3. I9	Confirm Signed, Dated and checked Preparer and/or Translator Certification,  Supporting Documentation for Permanent resident and Employment Authorization should copy front AND back of card.
4. [bookmark: _Hlk83290344]Federal W4	Confirm signature and date.
5. State Tax	Confirm signature and date.
6. Direct Deposit Auth Form 	Confirm numbers are legible, signed and dated.
7. Voluntary Self-Identification form.
8. Confidential Medical Questionnaire.
9. Reporting Injury notice 		Sign, Date AND LEGIBLE PRINTED NAME.
10. Handbook acknowledgement 	signed and dated
11. Offer Letter	Return one signed and dated copy.
12. Conditions of Employment	Return one signed and dated copy.
ALL PAPERWORK SHOULD BE COMPLETED AND THE ORIGINALS FORWARDED TO HUMAN RESOURCES NO LATER THAN THE DATE OF HIRE. Phone scans or pictures of forms are not acceptable. Any delay in the proper timely submissions of paperwork can result in delay of payroll.
