UNR “Rehire” Checklist

Please include this form with documents
Employee: (Full Name):                                          

Search #:
             


Date of Hire:

Department/College
                                           

Prepared By: 



 Phone: 

	( Notification of New Employee:  https://www.cis.unr.edu/employeenotification/default.aspx     
        (Complete the form to notify Benefits and other campus services of the new employee)


	When rehiring an employee, first check CAIS to see if required documents are on file with Human Resources. To do so log on to CAIS at: https://www.cis.unr.edu/caislogin/  

	Payroll/HR Documents: http://www.unr.edu/vpaf/hr/forms/#hiring

	HR
USE
	DOCUMENT TYPE
	FACULTY

	LETTER OF APPOINTMENT
	POSTDOCTORAL SCHOLAR

	
	Payroll Action Form (PAF)
	(
	(
	(

	
	Terms of Employment (Contract)
	(
	(
	(

	
	Offer Letter & Signed Acceptance
	(
	NA
	(

	
	Placement Committee Approval Letter & Position Description Questionnaire (PDQ): 
Include “Final Copy” stamped PDQ with employee signature on cover page. Employee should be given a copy of PDQ.
	□

Administrative Faculty only
	Administrative LOA Submit Work Schedule + Brief Job Description
	NA

	
	Provost approval if offer is over Q2  

(in e-SEARCH except for Letter of Appointments)
	In  e-SEARCH
	In  e-SEARCH 
	In  e-SEARCH

	
	Pre-Employment Certification 
	(
	NA
	(

	
	*Oath

(Not Required if on J-1 Visa)
	( 

Notarized
	( 

Notarized
	( 

Notarized

	
	Personal Data Form
	(
	(
	(

	
	Application Letter & Resume/Curriculum Vitae (CV)
	In e-Search
	Retained in hiring dept.
	In e-Search

	
	*New Hire Policy Acknowledgement Form
	(
	(
	(

	
	Form I-9 

If the last form received is older than 3 years.
(International, check with the OISS 784-6874)
	(
	(
	(

	
	Form W-4

(Required if employee has not worked in the past quarter)
	(
	(
	(

	
	*SSA-1945 & FICA Alternative Enrollment Form

                          Or

SSA-1945 and FICA Alternative Enrollment Form – Continuing Employee (if  employment began prior to 7/1/05 and has had less than 1 year break-in-service)
	SSA-1945 ONLY
	(
	SSA-1945 ONLY

	
	*Transcripts 
(HR will attempt to verify academic credentials upon receipt of hiring packet.  If unable to verify—HR will notify the employee and official transcripts will need to be sent directly to Faculty HR from granting institution within 30 days of hire)
	(
Official
	Un-official retained at hiring department
	(
Official


Comments:
Direct Deposit forms are available in Payroll and on the Human Resources Website.
* These items are only needed if they are not already on file with the Faculty Human Resources office. 
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