New Employee Checklist


This checklist helps ensure that the items below are taken care of in a timely fashion and smoothes the transition into your new position here at the College of Engineering.
Did you…

Get everything turned in so we can get you ‘in the system’?
 FORMCHECKBOX 

Approve your offer letter?
 FORMCHECKBOX 

New Hire Paperwork:

 FORMCHECKBOX 

W-4
 FORMCHECKBOX 

I-9 Employment Verification Form (along with copies of your passport or other acceptable documents)

 FORMCHECKBOX 

Bring in a copy of your Social Security card?

Get everything set up (after you receive your employee ID #)?
 FORMCHECKBOX 

Set up a UW Net ID (if you didn’t already have one)?

 FORMCHECKBOX 

Get your computer accounts (Windows logon, Exchange/Outlook) set up? 
Get logistics squared away?
 FORMCHECKBOX 

Receive all necessary keys (building, office, etc.)?

 FORMCHECKBOX 

Receive your work phone & fax numbers, room number, mailbox location etc.?

 FORMCHECKBOX 

Email Ling (coefront@u.washington.edu) your contact info: name, home phone number and address, and emergency contact info?

 FORMCHECKBOX 

Get your Husky card (3-5 days after start date)?
 FORMCHECKBOX 

Get your UPASS (discounted bus pass), parking pass, or other transportation options?

Hint: New employees are eligible for 10 free bus tickets from Commuter Services.

Finish up paperwork online (after you receive your UW NetID)?

 FORMCHECKBOX 

Affirmative Action form
 FORMCHECKBOX 

Personal Data Form (also available via ESS)
 FORMCHECKBOX 

Direct Deposit (optional) (also available via ESS)
Sign up / Enroll in all required trainings?
 FORMCHECKBOX 

Sexual Harassment Prevention class?

 FORMCHECKBOX 

Enroll in UW Orientation?

We recommend you attend orientation within 3 weeks of your start date.
 FORMCHECKBOX 
  Benefits Orientation (in-person (recommended) or online)

 FORMCHECKBOX 
  New Employees Orientation (in-person (recommended) or online) 

Sign up for benefits?
 FORMCHECKBOX 

Complete/Turn in your insurance forms? 


This should be done after you’ve attended a benefits orientation.

 FORMCHECKBOX 

Medical & Dental
Within 31 days

 FORMCHECKBOX 

Long Term Disability
Within 31 days

 FORMCHECKBOX 

Term Life
Within 60 days

 FORMCHECKBOX 

Enroll in a Retirement Plan?
Within 90 days

Hint: Make copies of all forms for your personal records.
Optional
 FORMCHECKBOX 

Check out optional insurance programs? Optional savings programs?
 FORMCHECKBOX 

Check out other benefits programs such as:

 FORMCHECKBOX 

Work/Life – programs and services supporting the integration of work and personal lives
 FORMCHECKBOX 

UWellness – services, activities, programs and groups that support your health and well being
 FORMCHECKBOX 

Professional & Organizational Development – resources and services to develop your professional life and career
 FORMCHECKBOX 

Credit vacation and/or sick leave for previous UW or State employees?
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