New Hire Checklist 
Us Citizens/ Perm Residents 

· Personal Data Packet (3 pages)
- Attach in Epar
· I-9 

- Have employee to complete in HR Service Center (McElhinney bldg, 3rd floor, room 325 immediately off the elevators), DO NOT attach in Epar
Foreign Nationals (with) Social Security Numbers

· Personal Data Packet (3 pages)

- Attach in Epar Separately
· Foreign National Documents (FN) (8-12 pages with all copies)
- FN Tax Documents (3 pages)

- Copies of Passport, Visa, I-94 card and Social Security Card

- Copy of I-20 or DS 2019 (J1 Status)

- Attach in Epar Separately 

· I-9 

- Have employee to complete in HR Service Center (McElhinney bldg, 3rd floor, room 325 immediately off the elevators), DO NOT attach in Epar
· Miscellaneous Documents
- Attach in Epar Separately
Foreign Nationals (without) Social Security Numbers

· Personal Data Packet (3 pages)

- Attach in Epar Separately
· Foreign National Documents (FN) (8-12 pages with all copies)

- Receipt Letter from the Social Security Administration 

- FN Tax Documents (3 pages)

- Copies of Passport, Visa, I-94 card 

- Copy of I-20 or DS 2019 (J1 status)

- Attach in Epar Separately 

· I-9 

- Have employee to complete in HR Service Center (McElhinney bldg, 3rd floor, room 325 immediately off the elevators), DO NOT attach in Epar
· Miscellaneous Documents

- Attach in Epar Separately
