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New Hire/Rehire Worksheet                                                       

Please complete sections 1 and 2

· Obtain information in section 1 from the employee or have him/her write or type the responses.  
· Attach a copy of the worksheet to the MSS New Hire request (preferred but not required).

*The MSS New Hire/Rehire Quick Reference Guide  includes helpful information for initiating new hire/rehire requests.

* New Hire Work Center instructions are available for new employees completing work center activities.

Section 1 – Employee Information
	Person Information

	(Legal) Last Name:      
	
	First Name: 
	Middle Name: 

	EmplID (if known): 
	Last 4 digits of SSN:  

	Date of Birth (MM/DD/YYYY): 
	Gender: (Check one)  FORMCHECKBOX 
M      FORMCHECKBOX 
F

	Personal Email:  

	Have you previously:   

1) Worked for the UA?   FORMCHECKBOX 
Yes       FORMCHECKBOX 
 No

2) Held a UA no-salary or DCC appointment?   FORMCHECKBOX 
Yes       FORMCHECKBOX 
No
3) Enrolled as a UA student?  FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
Under what name if different than current (last, first): 

	Citizenship

	4) Are you a US Citizen or Permanent Resident?  FORMCHECKBOX 
Yes       FORMCHECKBOX 
No

	Visa Permit Data (complete if answer to citizenship question is “No”)

	5) Citizen/Passport Country:           

Visa Status Date (MM/DD/YYYY):    
	Visa type:                
Visa Exp. Date (MM/DD/YYYY):  

	Section 2 – Job/Position Information (select view>edit document on the menu bar to enable the Hire Type drop-down list)
	

	Hiring Information

	Hire Type:  FORMDROPDOWN 


	Position Number:      
	Start Date (MM/DD/YYYY):  
	Expected End Date (If Applicable):  

	Hiring Dept #:     
	Hiring Dept Name: 

	Job FTE:      
	Standard Hours:       

	Building #:      
	Room#:      
	Work Phone #:      

	Supervisor (Last Name, First Name): 
	Time Approver (Last Name, First Name): 

	Supervisor (Position Number):       
	Time Approver (Position Number):      


	Required Attachments

	For Classified Staff:  Copy of Career Track Application Materials and fully signed Offer Letter

	For Faculty/Appointed:   Copy of Career Track Job Application Materials, fully signed Offer Letter and a recommendation letter for T, TE, C and CE (if applicable) 

	Graduate Assistants/Associates:  Fully signed Offer Letter

	If No to #4:  Copy of Visa Documents (do not attach—Please follow current process)


Preparer:  
Ver.  29 July 2014 
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