
w w w .E m p l o y e r s R e s o u r c e .c o m

Name:                                                                            
Position:                                                                        
Manager:                                                                      
Start Date:                                                                    
90 Day Probation Period Until:                             
Submission of Benefit Due Date:                         
Benefit Effective Date:                                             
Exempt? YES NO                                                         

S trengths Assessment

Offer L etter

W - 4 Form

I- 9 Form

Driver’s  L icense/ S S  C ard

N on- Disc losure

Direct Deposit

E mployee Handbook

Paydays

T elephones

Key/ B uilding Hours

Office S upplies

C omputer L ogon/ E mail S etup

Mail/ fedex

Parking

E mployment Application

E mployees R esume

B ackground C heck

First Day with HR

Administrative Procedures

Before the First Day

T our

Medical

Dental

V is ion

FS A, HR A etc ...

E mployee Assistance Program (E AP)

Accident Insurance

L ife and AD&D Insurance

S hort T erm and/ or L ong T erm Disability

401(k) or Other R etirement Plans

Benefits



w w w .E m p l o y e r s R e s o u r c e .c o m

Alternate Dispute R esolution (ADR )

W orkplace V iolence

Discrimination

Attendance/ W ork S chedule

Holidays & PT O Accruals

C onduct/ C orrection

Overtime/ Meal B reaks

Dress C ode

Drug and Alcohol T esting

C ompany Property & E quip.

W orkers’ C ompensation

Open Door/ Problem S olving

C onfidentiality

V isitors

E mail/ S ocial Media/ N etwork

Policies to Review in Employee
Handbook Before Signing

T ravel

B enefits  Information (sent to employee)

Handbook Acknowledgement Form

B enefits  Forms (received from employee)

B enefits  Faxed to C arrier

B enefits  B ack B illing

401(k) packet

Other Applicable

Follow-Up for HR


