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MedQuest New Hire Checklist

New Hire: Please return the MedQuest New Hire Checklist with the required forms and documentation on your first day of employment to your Manager.

Manager: Please ensure checklist is completed. Collect all forms from the Employee and fax all documents to HR at 770-449-4293.

	Employee Name:
	
	
	
	Department
	
	
	
	

	Hire Date:
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Forms and documentation to bring with you on your first day.
	
	
	
	
	
	
	Employee
	
	Manager

	Please check off receipt:
	
	
	
	
	
	
	
	
	
	
	
	

	Signed Employment Offer Letter
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Personal Data Sheet
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Federal W-4 Form
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	State Tax Form (if applicable)
	
	
	 NA
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	I-9 and identification from list of acceptable documents
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	HR Policies and Procedures Acknowledgement
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Corporate Compliance and PCI DSS Acknowledgement
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	IT Policies and Procedures Employee Responsibility Acknowledgement
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Direct Deposit Form and a copy of voided check
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Expense Reimbursement Policy Acknowledgement Form
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Proof of flu vaccination (if hired during designated flu season)
	 NA
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Benefits Enrollment Form (send within 30 days of hire)
	 NA
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Confidentiality Agreement
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employment Application (Resume’ if available)
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Non-compete Agreement (if applicable)
	
	
	 NA
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	If hiring a technologist: Please submit copies of all technologist certifications and state
	
	
	

	licenses (if applicable)
	
	
	 N/A
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	If hiring a technologist: Complete the appropriate Onboarding Checklist (due within
	
	
	
	
	
	

	30 days of hire)
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	First Do No Harm Training Acknowledgement (due within 30 days of hire)
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	EAF (Employee Action Form)
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telecommuting Employee (If Yes, please include Telecommuting
	
	
	Yes
	No
	
	
	

	Agreement.  The form can be located on the Manager Resources section on
	
	
	
	
	
	

	the HR Intranet site.)
	
	
	
	
	
	
	
	
	

	
	
	
	HR Dept. Use Only
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pre-Employment Drug Screen Results
	
	
	
	
	
	
	
	
	
	
	

	Pre-Employment Background Screen Results
	
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