TO: Department of Human Resources
FAX: #8041 (Please FAX as soon as possible to reserve seating.)

Employee Information:
Name:
Title:
Department:
Supervisor:

Date Attending Orientation:
(Should be first day of employment unless prior approval is requested.)

All New Hires - Full-time, Part-time, Temporary - Monday 1:00 PM:
OYes ONo Employee given orientation handout stating time, location and what to bring.
OYes ONo Eligible for benefits at this time.
OYes ONo Employee status form sent to HR (To be received by Human Resources by noon
Friday prior to orientation).
OYes ONo 98-04 Disclosure Forms completed/approved (Original attached to Employee Status
Form).

Change of Status - Temporary/Part-time changing to Full-time - Monday 2:15 PM:
0O Employee has previously attended orientation session and is now eligible for benefits
enrollment.

Does this individual require any special assistance due to disability (hearing impaired, can’t read/write,
etc.):

Departments are responsible for requesting authorization to drive ASU vehicles.



