
Coversheet for NEW/REHIRE Non-Benefited Employee

Employee:

· Report to HR/Payroll at Old Main #205 to complete paperwork as soon as possible.  (Office hours are 8:00 a.m. to 5:00 p.m.) 

· The payroll form will not be entered until the employee paperwork is completed and submitted to HR/Payroll. If forms are not submitted timely, there could be a delay in receiving a paycheck.

· Questions, please contact 231-8961.
	 NEW HIRE:
	REHIRE:



	Within 3 days of hire, the mandatory Federal I-9 form needs to be completed. It establishes the employee identity and employment eligibility.
	Forms that need to be completed:

· NDSU Criminal Record Disclosure Form

· Workforce Safety and Insurance Notice
· HIPAA Notice of Privacy Practices


	         The Employee needs to bring the  following forms pr     of identification:
· U.S. Passport (Current or Expired) 
· OR Driver’s license, School ID card or other picture ID AND Social Security card or Birth certificate (original or certified)

· Documents MUST be original, no photocopies or faxes will be accepted.  


	

	If the employee is a foreign national, additional paperwork must be filled out.  Please make an appointment with Laura Garske-Hermanson at 231-7328.
	


DEPARTMENT ONLY – HIRE/REHIRE FORM:





(  NEW – never been employed at NDSU		(  REHIRE – has been employed at NDSU


(  Undergraduate Student				(  Last Day Worked_____________


(  Graduate Student					(  Undergraduate Student


(  Non-student					(  Graduate Student


							(  Non-student


Employee name _________________________________________________________


Empl ID# (if they have) ___________________________________________________


Department _____________________________________________________________


Position number/Job family (if have one) _____________________________________


Estimated start date ______________________________________________________


Contact person/telephone #________________________________________________
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