Onboarding Employee Check List
Please fill out ALL fields.  All these items are required for employee set up.

Employee Name:_______________________________________
Employee Personal Email address:  _________________________________
	
W-4* (include county of residence)
Employee must provide a Street address.  We cannot use a PO box for employee’s profile.
	
☐

	
I-9 (should include DOB and Email address)
	
☐

	
Direct Deposit Authorization 
	
☐

	Date of Hire
	

	Date of Birth
	

	
Hours Expected to Work per week
	
______ hours x _____ days

	
Pay period
	
___ biweekly  ___ semimonthly (i.e. 15th & 30th)

____ Monthly    ___ other:________________

	
Salary
	
$                                                                Hourly/Annually

	
Deductions (pension, health etc.)
	

	
Job Title
	



*If using a Form W-4 from 2022 or later, have employee pay special attention to step 2 to be sure they withhold an appropriate amount.  The current W-4 does not withhold as much Federal Income Tax as in years past and employee will not want to be surprised when filing taxes that they didn’t have enough withheld.  
For VCS:
	Map salary and benefits
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