NEW HIRE EMPLOYMENT PACKET
Welcome to Edward! This packet includes the forms you will need to complete and bring with you to your onboarding appointment, as well as information regarding electronically completing required documents. This will ensure that you are paid on a timely basis. If you have any questions relating to these forms, please contact your recruiter.  
PLEASE PRINT CLEARLY!
COMPLETE THE FOLLOWING FORMS AND BRING THEM TO YOUR ONBOARDING APPOINTMENT:

· NEW HIRE INFORMATION WORKSHEET – Complete entire form. This is information for our payroll records. 

· INFORMATION SYSTEMS CODE OF COMPLIANCE FORM – Please read and sign at the bottom. 
· NEW EMPLOYEE VEHICLE REGISTRATION FORM – Must complete in order to receive a parking pass and your ID badge. 

***********************************************************************************************

At your onboarding appointment, you will be asked to complete Section 1 of The Department of Justice Employment Eligibility Verification Form (I-9) (provided at your onboarding appointment). An HR Representative will complete Section 2. In order to do this, you must bring acceptable documents to your onboarding appointment to show proof of identity and eligibility for employment. Please see the list of acceptable documents. All documents and paperwork must bear the same name. You must be consistent. The only exception would be a certified birth certificate. This, of course, will be in your birth name.   All other documents must match exactly!      ***********************************************************************************************

COMPLETE THE FOLLOWING INFORMATION ELECTRONICALLY STARTING ON YOUR 3RD DAY OF EMPLOYMENT:

· FEDERAL & ILLINOIS W-4 INSTRUCTIONS – You will update your W-4 electronically on your 3rd day of employment.  If is very important that you complete your electronic W-4 within one week of your hire date, as we will withhold at the highest possible rate until we receive your elections.  On the Federal election, please include whether you are claiming, SINGLE, MARRIED, or MARRIED WITHHOLDING AT A HIGHER SINGLE RATE. Also, include the amount of allowances you want taken out of your check. You may use the instructions to help you determine the number of withholdings. 

· DIRECT DEPOSIT INFORMATION – Edward pays employees by direct deposit. This could be a checking account, savings, money market or credit union. This will be completed electronically on the 3rd day of employment.  It is very important that you complete your electronic direct deposit within one week of your hire date.  (NOTE: Direct Deposit may take up to two pay periods to become effective). Be sure to include all account information to where your payroll check is to be deposited. Please verify all of your routing and account numbers.

You will receive more information on how to update W-4 & Direct Deposit Information at New Employee Orientation.

