myUA Hire Checklist
Employee Name: 												
Employee ID: 					 Job Begin Date: 					
Complete and highlight PEAEMPL details if they need to be different from the job requisition:
	Dlevel:
	
	TKL:
	
	Dist/Div:
	


☐ myUA Applicant Status is “Offer accepted, post hire forms completed”
	Completed Date: 				 	Circle One:	New Hire or RehireNote: For an Internal Hire or “Start Job” Please refer to the Active Employee Checklist: http://www.uaf.edu/uafhr/personnel-1/ 

☐ Form I-9 (wet signature, i.e., not electronic)
☐ Form W-4 (wet signature, i.e., not electronic)
☐ Appointment Letter (signed and dated by all parties)
	Either attach with I-9 & W-4, or Email to UAF-Records@alaska.edu 
	☐ Special Conditions have been added with HR Consultant approval
	☐ PPA Action Item: Special Conditions are put into execution, i.e., memo to Payroll, etc.
☐ Non-U.S. citizens and non-permanent resident aliens
	GLACIER Tax Summary Report, including required Documents and Copies
☐ (Payroll) Direct Deposit Request Form
☐ *Marketplace Exchange Notice: http://www.alaska.edu/benefits/health-care-reform/ 
	*Must be given to all employees, regardless of benefit eligibility, within 14 days of hire. (Do not send to UAF-HR)
☐ *Employee Address Change (via UAOnline): http://www.alaska.edu/hr/address_change/ 
*If your newly hired employee recently relocated, check with them to see if they may need to initiate a change.
															
Review existing NEW HIRE, Rehire, and Active Employee Checklists for additional forms and PPA Actions, including…
	Regular and Extended Temporary Employee: (for employees that are benefit eligible)

	☐	PPA Action Item: Schedule (OBO) Onboarding and Benefits Orientation – Complete Google Form “New Employee Schedule Form” at http://www.uaf.edu/uafhr/onboarding/ 

	Union/Faculty: Union CBAs http://www.alaska.edu/labor/ 

	☐	Adjuncts (UNAD) Dues Reduction Form http://www.alaska.edu/labor/adjuncts-info/ 

	☐	Firefighters (FFA) Voluntary Dues Deduction Form and Voluntary PAC Deduction Form http://www.alaska.edu/labor/ffa/ 

	☐	Local 6070 (Crafts & Trades) Membership Dues or Voluntary Fair Share Fees Form http://www.alaska.edu/labor/local-6070/ 

	☐	UNAC (F9 Regular Faculty) Voluntary Dues Deduction Form http://www.alaska.edu/labor/unac/ 

	Minor (14-17 years old) and/or Student Employee: 

	☐	Student Status Verification for Eligible Employment http://www.alaska.edu/files/hr/student_stat_verif_b171_ent.pdf 

	☐	Student Employee Waiver Form http://www.alaska.edu/files/hr/student_employee_waiver.pdf 
[bookmark: _GoBack](Used for Low GPA or to request a workload of greater than 20 hours in student working hours.)

	☐	DOL Work Permit for Minors (14-17 years old): http://elections.alaska.gov/programs/YouthAmbassador/workpmit.pdf 
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