Recommended New Hire Packet
· The following should be included for all current associates:

Employment Application 

Confirmation Letter 

W-4

I-9

New Associate Information Record

Overview of Current Benefit Programs 
Benefits Enrollment Forms 
Direct Deposit Authorization Form (if offered)

· The following should be included for all new associates hired:

Welcome Letter and/or Confirmation Letter
W-4

I-9

New Associate Information Record

Overview of Current Benefit Programs
Benefits Enrollment Forms 
Direct Deposit Authorization Form (if offered) 

In future, the Employment Application should be completed at the time of initial interview.  Confirmation Letters should be generated following the acceptance of the verbal offer of employment.  

