U.S. New Hire Packet Checklist
 

Please follow these instructions in order to avoid any errors in your NHP paperwork.
Note: These forms must be filled out completely and accurately before they can be processed.  Please read and follow all instructions carefully in order to expedite the process of your New Hire Packet.  
· Please note that all paperwork must be completed with your legal name and must match your social security card.  If you have changed your legal name please order a new social security card as soon as possible in order to avoid any delays in the paperwork process.
· Please use blue or black ink on all forms.  
· Please do not use any white out or correction tape.  To correct, draw a single line through errors and initial them or you may complete a new form.
· Please note there is a Notary Copy Certification form found on the link that can be used to assist you in getting your identification documents notarized.  **It is not mandatory that this notary form be used.  It is provided for those notaries that request that Apollo Group, Inc. supply a notary form. 

1. Faculty New Hire Information Form
· Please leave the Campus Name and Academic Affairs Cost Center blank.  This information will be completed by the campus.
· Home/Work State: For Online campus faculty please select yes.  For Ground campus faculty please only select no if you teach at a local campus in a state other than the state you reside in.  
2. Faculty Personal Information Form
3. Federal Form W-4 (Employee Withholding Allowance Certificate)

· Marital status designation must be checked

· If choosing exempt on line 7, line 5 must be left blank and cannot have any deductions listed including a zero
4. State Tax Withholding (if required by state)
· Review the list of State Tax forms

· Carefully follow the instructions for your state tax form

5. U.S. Department of Justice Form I-9 through the I-9 Express Link
· Complete I-9 via the I-9 Express web link: http://www.newi9.com/ 
· Follow I-9 Express instructions on the NHP link in order to correctly complete the electronic I-9 form
6. Notarized copy of I-9 identification document(s) 

· Please see the Form I-9 Acceptable Documents & Notary Instructions for detailed information
7. Copy of social security card
· Please note that this is a requirement by Apollo Group for tax reporting purposes and the copy does not need to be notarized unless you are using the social security card as one of your I-9 identification documents.  

· Must be signed and have your correct legal name.  

· If your current name is different than the name that appears on your social security card or you have misplaced your social security card, please contact the Social Security Administration in your area to apply for a new card.  
· Note: It may take up to 6 weeks to receive a new social security card; please make this the first step to completing your New Hire Packet.  Please notify me immediately should you have to order a new card.
8. Apollo Group Self-Identity Form
· This form may be completed electronically and please note this information is for Federal reporting purposes only.

· For page 1, please indicate your gender/race/ethnicity information or if you wish not to disclose your gender/race/ethnicity please write “I do not wish to disclose this information” on the bottom of the form.  Please make sure to print your IRN, name, and date on this form (your IRN can be found at the top of your faculty webpage).

· Page 2 is only for your information and does not need to be included with your other paperwork.
· For page 3, please indicate your veteran status or select “none of the above” if none of the categories apply to you.  If you wish not to disclose your veteran status please write “I do not wish to disclose this information” on the bottom of the form.  Please make sure to print your IRN, name, and date on this form (your IRN can be found at the top of your faculty webpage).

9. Direct Deposit form (complete only if selecting direct deposit)
· Section #1 and #3 must be completely filled out

· Must be signed and dated

· A voided check must be submitted with the deposit form for all checking accounts

10. Direct Deposit Bank form (complete only if selecting direct deposit)
· To be used only for Savings accounts or checking accounts for which you do not have any checks available

· Complete form in place of a voided check, but the Direct Deposit form must still be completed

· A representative from your bank will need to sign the savings/direct deposit form.
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