New Employee Checklist
Customizable Template
>

	New Employee Information:

	Employee Name: 

	Department:

	Job Title:

	Location:

	Reports to:

	Hire Date:


	After / Concurrent with Interview(s):

	Resume received
	

	Application received
	

	Search Internal System for Satisfactory Customer Relationship
	

	Obtain Credit Report & Background Check
	

	Check References
	

	Obtain Approval / Authorization from Management
	

	Offer letter sent
	

	Written job Offer accepted
	


	Position Accepted / Prior to Start Date:

	Notify management, IT, payroll, etc.
	

	Send Welcome Letter (include benefit information, building access / parking, etc.)
	

	Create new hire paperwork packet
	

	Prepare / disseminate program access, equipment, and workspace
	

	Coordinate internal announcements
 
	

	Coordinate onboarding / training schedule
	

	Create personnel file
	

	Enter into HRIS / Onboarding platform
	

	Set Up Bankers Academy
	

	Assemble workspace, name tag, business cards, swag, etc. (if applicable)
	


	First Day / Orientation:
	

	Send / Post Internal Announcements
	

	Office Tour / Introductions
	

	HR Orientation / New Hire Presentation
	

	Obtain all necessary signatures / forms for Personnel File (including I-9)
	

	Provide the applicable Health & Welfare plan documents
	

	Obtain all necessary signatures / forms for Benefits File
	

	Provide Marketplace Notice
	

	Provide Retirement Enrollment Kit
	

	Provide / Review Handbook
	

	Provide / Review Company Policies
	

	Provide / Review Job Description
	

	Provide / Review EAP Brochure
	

	Provide / Review HRIS / Payroll Instructions
	

	Provide/Review DPS Employee Services Instructions
	


	Post Orientation:

	Complete New Hire Data Entry Sheet
	

	Complete Employee set up in HRIS (add ER contact)
	

	Send Meeting Invite to Employee’s Supervisor for 90-Day Review
	

	Add Birthday Hours and PTO (if applicable)
	

	Update Reg O Code on Customer Record (if applicable)
	

	Designate Employee Accounts as necessary
	

	Process I-9 through E-Verify and file separate from personnel file
	

	Update Employee Contact Sheet / Office Directory
	

	Add BankTel
	

	Add to Bswift
	

	Add to Retirement Platform
	

	Enroll in Mineral
	

	Set reminder to check benefits / 401k enrollments
	

	Enroll in HSA if elected
	

	If New Hire is an HR Admin, notify VBA Benefits Corp.
	


	Assemble Personnel File:

	Application
	

	Resume
	

	Background Check Authorization and Report
	

	Credit Report Authorization and Report
	

	Federal W-4
	

	State VA-4
	

	Employee & Director’s Handbook Acknowledgement
	

	Conflict of Interest
	

	CI & Board Affiliations (if applicable)
	

	Release Authorization
	

	Operating Procedures
	

	Company Policy Acknowledgments
	

	Teller Minimum Standards Agreement (if applicable)
	

	Welcome Letter
	

	Personnel Action Notice
	

	Sick Leave Acknowledgement (if applicable)
	

	Part-time Employment Agreement (if applicable)
	

	New Hire Data Entry Sheet
	

	Authorization for Direct Deposit
	

	Employee Emergency Contact Form
	

	Job Description
	

	IT and IS Training Checklist
	

	401(k) Enrollment Form (online)
	

	401(k) Beneficiary Designation (online)
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