EMPLOYEE SET-UP CHECK LIST
( Employee Resume/Application for Employment 

( Employment Offer Letter-Copy (Hire/Position/Benefits Terms and Conditions)

( Form I9 (and Supporting Documentation)
( Form W4

( Form VA4 (or other residing state form)
( Employee and Emergency Contact Information Form

( Direct Deposit (of Paycheck) Authorization Form

( Signature Page of Employee Handbook

( Signed Non-Compete Agreement

( Section 125/Cafeteria Plan Election and Enrollment Forms

( 401K/Profit Sharing Plan Summary Plan Description (Provide Copy to Employee) and Election and Enrollment Forms

( Life Insurance Election, Enrollment, and Beneficiary Designation Forms

( Probationary Performance Evaluation Form

(at 90 Days) 
( Annual Performance Evaluation Form (with Merit Pay Increase Documentation if applicable) 
( Other 




 

( Other 




 

