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New 
Employee
Checklist
 
Instructions: Use this Checklist when hiring a new employee. The order in which these items occur may vary, but if this checklist is followed, the onboarding process should be more thorough. A new employee should have a clear understanding of what to expect from the City and what the City expects of him or her. Space has been provided to include items specific to your department. Additional copies of this form may be obtained from the Forms Section of the Human Resources Webpage. 
Pre-Employment/Hiring	
Choose one option below.
Prior to Start Date         
Choose one option below.
First Week
Choose one option below.
First Day: Department
Choose one option below.
Show them:
Choose one option below.
11.0.0.20130303.1.892433.887364
	CurrentDate: 
	Enter your name: 
	Enter your name: 
	Enter your Department: 
	PersonnelReqCheck: 0
	SchedInterviewCheck: 0
	BenefitsCheck: 0
	CMStepApprCheck: 0
	OfferExtendCheck: 0
	FormsCompleteCheck: 0
	PreEmployPhysicalCheck: 0
	DrugScreenCheck: 0
	FingerprintCheck: 0
	ParkingCheck: 0
	BuildingAccessFormCheck: 0
	BackgroundCheck: 0
	Preemployblankcheck: 0
	Preemployblankfield: 
	Preemployblank1check: 0
	Preemployblank1field: 
	SystemAccessCheck: 0
	Stockworkareacheck: 0
	BusinessCardsCheck: 0
	KeysCheck: 0
	LockerCheck: 0
	CSPScheduleCheck: 0
	ConfirmStartDateCheck: 0
	BuddyCheck: 0
	PriorStartblankcheck: 0
	PriorStartblankfield: 
	PriorStartblank1check: 0
	PriorStartblank1field: 
	E-NotifyUpdate: 0
	CSPPaperworkCheck: 0
	BLDGSVCSCheck: 0
	PTOAccuralCheck: 0
	NIMSCheck: 0
	Firstweekblankcheck: 0
	FirstWeekblankfield: 
	FirstWeekblank1check: 0
	FirstWeekblank1field: 
	DeptTourcheck: 0
	Coworkercheck: 0
	ProvideCheck: 0
	Phonenumbercheck: 0
	CellPhoneCheck: 0
	LondDistCheck: 0
	FaxNumCheck: 0
	LockerLocksCheck: 0
	SafetyCheck: 0
	TimeCardCheck: 0
	OGSMCheck: 0
	MVVCheck: 0
	OrgChartCheck: 0
	FirstDayblankcheck: 0
	FirstDayblankfield: 
	FirstDayblank1check: 0
	FirstDayblank1field: 
	VMSetupCheck: 0
	ADsCheck: 0
	CBALocateCheck: 0
	ComputerSignonCheck: 0
	DirectoryCheck: 0
	ToursCheck: 0
	UniformAllowanceCheck: 0
	DeptReportsCheck: 0
	FirstDayblank2field: 
	FirstDayblank2check: 0
	FirstDay2blankfield: 
	FirstDay2blankcheck: 0



