STATE TEMPORARY 

NEW EMPLOYEE CHECKLIST

MANDATORY
· Offer Letter

· Acknowledgement of Temporary Service Status 

· Authority for Release of Information 

· Direct Deposit (optional) (form must be completed in black ink)
· Employee Information/Emergency Sheet 

· Employee Parking Sticker Acknowledgement 

· Employee Procedure for Accident / Personal Injury 

· Health Insurance Marketplace Coverage Options and Your Health Coverage

· I-9 (submit a legible copy of the required documentation)

· Integrity Guidelines Acknowledgement 

· MVA Policies/Executive Orders Receipt 

· New Hire Registry

· Notice of Privacy Practices (HIPAA)

· Security Advisory

· Software Code of Ethics 

· State Ethics Commission

· W-4 (Instructions, MD, DC and WV) (form must be completed in black ink)
INFORMATIONAL MATERIAL – You do not need to print these items, they will be given to you.
· Maryland Children’s Health Program (optional - contact your local Health Department)
· Holiday/Payroll Schedule

· Important Information Sheet (employment verification, deferred compensation, ID badge, parking sticker, SECU & UBS)  
· MVA Policies/Executive Orders on disc

· Salary Information 
I acknowledge that I have received the above information.

________________________________________


_________________

___
_

Employee’s Signature





Office/Branch

__________________________________________


_________________




Employee’s Name (Print)





Date
Revised 9/2013

