External Hire Paperwork — How to process the paperwork to put an external hire (A & P or Classified)
on the payroll; for questions, call the Assistant Dir., Employment and Compensation x2128 or Compensation

Mgr. x2223

HRM

Administrative Unit

Budget

CHART 3c/4c
External Hire Paperwork***
A & P or Classified Position

Does the paperwork need
to be expedited to ensure timely
computer access?

Office

1. AA: mail forms to new hire home address:
a. Personal Data Form (PDF)

b. W-4

c. Selective Service form (if applicable) Or
d. Requests copy of Social Security Card for IRS

verification

e. Non-Disclosure form

f. CAR (Computer Account Request) form

g. list of acceptable I-9 documents

2. AA: request that employee quickly return forms in person &
complete Federal Form [-9 & provide appropriate documentation
prior to start date. Employee must return complete packet.

3. AA: Send non-disclosure and CAR Form to Information Security

T

\_/ ¥

up to two weeks].
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HRM Data Management:

1. Enters new employee in HRS
2. Sends PAF to Budget

3. Sends New Hire Packet info
for scanning into employee file

HRM sends PAF for
scanning to employee file

Supervisor/AA completes Personnel Action
Form (PAF) and sends New Hire Packet
(completed I-9, W-4, Selective Service
form, PDF, and copy of SS Card) to HRM.
Must send all forms in packet. HRM cannot
process incomplete packets.

If paperwork not done in advance, on first day of employment,
new employee must complete [-9, Personal Data Form
(PDF), W-4, Selective Service form, and provide a copy of
their SS Card. Employee also needs to complete Non-
Disclosure form and CAR form. [Computer access may take
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Budget
1. Enters employee

assignment.
2.Sends PAF back to HRM

*** If this is an Internal hire, please refer to Chart 3/4d
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