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	Prior to starting Announcment
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	Request to Fill Form  
Position Description  
Organizational Chart 
Test questions to include in announcement with answers for grading
signature from program manager and/or director 


	
	Announcement Processing
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	receive the announcement draft
REview and offer any modifications to draft
approve the announcement draft 
request posting Date of announcement 
send interview questions for review/approval


	
	After the announcement closes

	[image: image4.emf]
	Receive Cert Number with list of applicants and applications
Reference release form  
reference check questions
criminal history verification form 
criminal background check release form
recommendation to hire letter and interview results

payroll exception Needed:     FORMCHECKBOX 
 Yes  (include letter)       FORMCHECKBOX 
 No

 (New Employees to state at pay requests above step 2

                - OR -
        Promotions with pay requests exceeding one step)


	
	Hiring Process
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	Position Appointment information Sheet
Signed Position Description with Org Chart
I-9 Form with supporting Documentation

Emergency Information Sheet
eeo self report form

w-4 form
Computer use acknowledgement form
Limited duration position      FORMCHECKBOX 
 Yes  (include form)                           FORMCHECKBOX 
 No 
Double fill   FORMCHECKBOX 
 yes   Reason:                                                             FORMCHECKBOX 
 No



	
	Optional forms

	
	DCsim acceptable use policy
cac Disclosure form
IAP (PERS) beneficiary form 
electronic deposit form




�





�





�











�





�


















































Manager: _______________________ Position: _______________________

Checklist updated: July 2009


