
Now that you’ve hired a new employee, there are a few materials you need from them before they get 
started. The following is a checklist to simplified the onboarding process and help you stay compliant.

Once you have received the required information from your new hire, there are a few things you 
need to take care of:

Social Security Number
The employee’s social security number confirms they are who they say they are.

Home Address
The employee’s home address is used to calculate local taxes. 

Date of Birth
A date of birth is not only helpful to confirm the employee’s identity, but also to have on file to 
send them best wishes on their birthday!

Bank Account
If the employee would like to be set up with direct deposit, you will need their routing and 
account numbers.

Signed Copy of the W-4 Form
The W-4 form is used to calculate how much federal income tax you need to withhold from the 
employee’s paycheck.

Signed Copy of the I-9 Form
The I-9 form is a confirmation that the employee can legally work in the United States. Along 
with the signed copy, you will need to review the documents that prove the employee is 
authorized to work in the U.S. 

Determine Pay Rate & Pay Frequency
Although the pay rate should be communicated to the new hire when you first make them an 
offer, it is also important to decide whether the new hire is hourly or salaried, as well as how 
often they will get paid.  

Double Check All Information
In order for the employee to get taxed correctly, all the information entered in your payroll 
software must be correct. Double and triple checking is very important.
File a ‘New Hire Report’
State and federal laws require all employers to report basic information on all new and rehired 
employees within 20 days of hire. These reports are used to determine if someone owes money 
to the government, in which case you will receive information in the mail about how much to 
deduct from their paycheck so that the employee can pay back any outstanding debt. 

Ensure You Are Being Compliant with EEOC
If your business has more than 100 employees, then you have a legal obligation to provide 
workforce data. To collect this data you should use the reports found here.

Conduct Background Checks
A background check is just another way to confirm your employee’s identity.

PRE-ONBOARDING

CHECKLIST

What you need from the new employee:

What you need to do:
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https://www.eeoc.gov//employers/reporting.cfm
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.uscis.gov/sites/default/files/files/form/i-9.pdf
https://www.acf.hhs.gov/css/resource/state-new-hire-reporting-websites
https://www.dominionsystems.com/resource-center/

