PERSONNEL FILE CHECKLIST

Personnel files should include the following:

· Employee Application/Resume

· College Transcripts

· Certificates/Licenses/Credentials
· Honors/Awards/Accolades

· Training/Education
· Background Check (Final Check Confirmation Sheet Only)
· Letters of Recommendation

· Evaluations
· Corrective Actions/Disciplinary Sanctions
· Salary Notifications/FMM Employment Agreements
· Personnel Requisitions which include any payroll changes

· Demographic Data Form

· Outside Employment Request Form (if they have an outside job)

· Employee’s Authorization for EFT (Direct Deposit) 

· City Head Tax Notice 

· W-4

· Employee Travel Accident Insurance Form

· Worker’s Comp Acknowledgement Form

· Statement Concerning Your Employment in a job not covered by Social Security

· PERA DB/DC Enrollment Forms
· Medicare Deduction Form
· Signed Orientation Check-off  Form acknowledging receipt of Board Policies
Satellite files are kept with the following information:

· I-9 (Employment Eligibility Verification) 
· Insurance Enrollment Materials
· Leave Requests/Monthly Reports
· Worker’s Comp Claims

· FMLA 

· Grievances/Appeals

· Background Check (Complete Report)
