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Enrollment Checklist
I,
, began employment with Healthcare and Family 
Services, Division of 
on
Employee's
Initials
Personnel Liaison's
Initials
Retirement Determination Form
(Please return completed form to HFS Personnel Office
  within 5 days of start date)
W-4 Card (C-25 revised 6-01)
Direct Deposit Form (C-95 PRL)
Group Insurance Initial Enrollment Form
Benefits Choice Options Booklet
Beneficiary Designation Form (CMS-617)
Online Disabled Hiring Initiative Survey
Ethnic Origin Survey (IL442-0255)
Request for Release of Information (CMS 284 / A&B)
I-9, Employment Eligibility Form
Acknowledgment of Mandated Reporter Status (HFS 3153)
Prior State Service Letter
Emergency Notification record (R-5-99)
Educational Loan Default Statement
FMLA Information Sheet
Executive Order #16 (1999) Sexual Harassment
HFS 2962 (R-12-15)
Economic Interest Statement
(All Merit Comp including Confidentially Excluded)
Page 2
Enrollment Checklist
Employee's
Initials
Personnel Liaison's
Initials
Union Letter (if applicable)
Early Intervention 
(Workers' Comp Information Sheet) 
Crisis Response Procedures Online / HFS Infonet
Sick Leave Bank Information (HFS 3755)
SECA Pledge Form
Dues Deduction Authorization Card
Ethics Orientation / Paper Version
Disposal of Confidential Documents
I am acknowledging receipt of the above information / forms.
Receipt of Acknowledgment / Employee Handbook
Deferred Compensation Plan Form
Letter of Acceptance (If applicable)
Veterans Affair Letter
College Transcripts (If applicable)
I am acknowledging an AID# and Outlook account will be set up for this employee and that all forms listed above have been issued to this employee.
HFS 2962 (R-12-15)
Contact Phone or Email
mm/dd/yyyy
Department Name
Concise description, including keywords.
Contact Name
Form Name (Form Number)
Form Version
mm/dd/yyyy
	TextField1: 
	Date Employment began: 
	Employee's Initials indicating that this form was explained and received by employee: Retirement Determination Form: 
	Personnel Liason's Initials indicating that this form was explained and given to employee: Retirement Determination Form: 
	Employee's Initials indicating that this form was explained and received by employee: W4 Card: 
	Personnel Liason's Initials indicating that this form was explained and given to employee: W4 Card: 
	Employee's initials: Direct Deposit Form : 
	Personnel: Direct Deposit Form : 
	Employee's initials: Group Insurance Initial Enrollment Form: 
	Personnel: Group Insurance Initial Enrollment Form: 
	Employee's initials: Benefits Choice Options Booklet: 
	Personnel: Benefits Choice Options Booklet: 
	Employee's initials: Beneficiary Designation Form: 
	Personnel: Beneficiary Designation Form: 
	Employee's initials: Disability Declaration Form: 
	Personnel: Disability Declaration Form: 
	Employee's initials: Ethnic Origin Survey: 
	Personnel: Ethnic Origin Survey: 
	Employee's initials: Request for release of Information: 
	Personnel: Request for release of Information: 
	Employee's initials: I-9, Employment Eligibility Form: 
	Personnel: I-9, Employment Eligibility Form: 
	Employee's initials: Acknowledgment of Mandated Reporter Status: 
	Personnel: Acknowledgment of Mandated Reporter Status: 
	Employee's initials: Prior State Service Letter: 
	Personnel:  Prior State Service Letter: 
	Employee's initials: Emergency Notification Record: 
	Personnel: Emergency Notification Record: 
	Employee's initials: Educational Load Default Statement: 
	Personnel: Educational Load Default Statement: 
	Employee's initials: FMLA Information Sheet: 
	Personnel: FMLA Information Sheet: 
	Employee's initials: Executive Order # 16 Sexual Harassment: 
	Personnel: Executive Order # 16 Sexual Harassment: 
	Employee's initials: Union Letter/Handbook: 
	Personnel:  Union Letter/Handbook: 
	Employee's initials: Early Intervention Pamphlet: 
	Personnel: Early Intervention Pamphlet: 
	Employee's initials: Crisis Response Procedures Quick Reference Guide: 
	Personnel: Crisis Response Procedures Quick Reference Guide: 
	Employee's initials: Sick Leave Bank Information: 
	Personnel:  Sick Leave Bank Information: 
	Employee's initials: SECA Pledge Form: 
	Personnel:  SECA Pledge Form: 
	Employee's initials: Dues Deduction Authorization Card: 
	Personnel: Dues Deduction Authorization Card: 
	Employee's initials: Ethics Orientation: 
	Personnel: Ethics Orientation: 
	Employee's initials: Notice About the Early Retiree Insurance Program: 
	Personnel: Notice About the Early Retiree Insurance Program: 
	empSign: 
	PrintButton1: 
	Personnel: Receipt of Acknowledgment/Employee Handbook: 
	Employee's initials: Receipt of Acknowledgment/Employee Handbook: 
	Personnel:  Deferred Compensation Plan Form: 
	Employee's initials:  Deferred Compensation Plan Form: 



