NEW HIRE CHECKLIST TEMPLATE

COPY TO

for FREE @

STATUS TASK NAME ORIGINAL | copy IN FILE | O8N 1O | O O | B o E’:%:EEEEN COPYRC | AssiGNEDTO | DUE DATE JOBTITLE | HIRING MANAGER | HIRETYPE | START | COMPENSATIO | REFERRAL
R
Frank Carlson Marketing Director A y Gruenelli

in progress  Assemble Personnel File - Frank Carlson
completed Frank Carlson - Job description X X Shari Wise HR
completed Frank Carlson - Resume X X Shari Wise HR
completed Frank Carlson - Offer letter Shari Wise HR
i r::::;l?::?l::g: —a;d noncumn;te aureemvell:;twyIWI - X X enedienoan bR
T ;:\?\ ‘arison - Background check (level T clearan: Alex Bright HR

Frank Carlson - Bounty request for employee referral Anthony Gruenelli Finance
in progress Frank Carlson - W-4 X X Kennedy Kerrigan Finance
in progress Frank Carlson - Direct Deposit form X Kennedy Kerrigan Finance
completed Frank Carlson - Employment application X X Alex Bright HR

Frank Carlson - Personal data intake form Alex Bright HR

Frank Carlson - manual it X Shari Wise HR
completed Frank Carlson - Healthcare application form
in progress Frank Carlson - Bank HSA form
in progress Frank Carlson - Section 125 FSA form

Frank Carlson - 401(k) election form

Jacob Senmark

Assemble Personnel File - Jacob Senmark

Jacob Senmark - Job description

Jacob Senmark - Resume

TRUE

Jacob Senmark - Offer letter

Jacob senmark - 1, inventions,

TRUE

nonsolicitation and
jacob Senmark - B

noncomoete aareement
acH d check (fevel 1

onlv)

Jacob Senmark - Bounty request for employee referral

Jacob Senmark - W-4

Jacob Senmark - Direct deposit form

Jacob Senmark - Employment application

Jacob Senmark - Personal data intake form

Jacob Senmark - manual ackr

Benefit Enrollment - Jacob Senmark

Jacob Senmark - Healthcare application form

Jacob Senmark - Bank HSA form

Jacob Senmark - Section 125 FSA form

Jacob Senmark - 401(k) election form



https://goo.gl/XhZsy9

NEW HIRE CHECKLIST - DISCUSSIONS

ROW
REFERENC TOPIC REFERENCED COMMENTS CHANGE / COMMENT MADE BY DATE & TIME
ED

Row 2 Discussion Title Personnel & Enroliment Forms Brent Frei (Smartsheet)
Send these along with instructions to the newly employee. Ask that
Comments they email back scanned executed copies and deliver the signed hard Brent Frei (Smartsheet)

copies in person.

Row 10 Discussion Title Frank Carlson - Bounty request for employee referral Tyler Marquardt

Comments Anthony, who was the individual who referred employee? Tyler Marquardt



Any articles, templates, or information provided by Smartsheet on the website are for
reference only. While we strive to keep the information up to date and correct, we make
no representations or warranties of any kind, express or implied, about the
completeness, accuracy, reliability, suitability, or availability with respect to the website
or the information, articles, templates, or related graphics contained on the website.
Any reliance you place on such information is therefore strictly at your own risk.



