FERRIS STATE UNIVERSITY  [image: image1.wmf]
HUMAN RESOURCES

NEW EMPLOYEE ORIENTATION CONFIRMATION

Congratulations on your recent appointment at Ferris State University!  We are pleased to welcome you as a member of the Ferris team!  You are scheduled for a New Employee Orientation with the FSU Human Resources office on Monday,      .  Please report to Human Resources in Prakken Building - Room 150, 420 Oak St., by 8:00 a.m.  Parking is available on Oak and Ives Streets.  The purpose of this orientation is to welcome you to the University and to provide information on your employment and/or benefits, including completion of the required paperwork.  Your attendance at this orientation is essential.

You will need to bring the following information with you to the orientation:

1. Your original Social Security Card issued by the Social Security Administration (used for purposes of entering you correctly on the payroll system).

2. Your driver’s license number and license plate number for FSU parking permit (if needed).  You may want to bring your current vehicle registration and driver’s license to ensure accuracy.

3. Identification as listed below for proper completion of Form I-9, Employment Eligibility Verification.  You       may provide either one document from List A, OR one document from List B AND one document from List C. 

LIST A

(Documents that establish both identity and employment eligibility)

1.  U.S. Passport (unexpired or expired)

2.  Unexpired foreign passport, with I-551 stamp or attached INS Form I-94 indicating unexpired employment authorization

3.  Permanent Resident Card or Alien Registration Receipt Card with photograph (INS Form I-551)

4.  Unexpired Temporary Resident Card (INS Form I-688)
5.  Unexpired Employment Authorization Card (INS Form I-688A)
6.  Unexpired Employment Authorization Document issued by the INS which contains a photograph (INS Form I-688B or I-766)
LIST B
(Documents that establish identity)

1.  Driver’s license or ID card issued by a state or outlying possession of the U.S. provided it contains a photograph or information such as name, date of birth, gender, height, eye color, and address

2.  ID card issued by federal, state, or local government agencies or entities provided it contains a photograph or information such as name, date of birth, gender, height, eye color, and address

3.  School ID card with a photograph

4.  Voter’s registration card

5.  U.S. Military card or draft record

6.  Military dependent’s ID card

7.  U.S. Coast Guard Merchant Mariner Card

8.  Native American tribal document

9.  Driver’s license issued by a Canadian government authority

For persons under age 18 who are unable to present a document listed above:

10.  School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

LIST C

(Documents that establish employment eligibility)

1.  U.S. social security card issued by the Social Security Administration (other than a card stating it is not valid for employment)

2.  Certification of Birth Abroad issued by the Department of State (Form FS-545 or Form DS-1350)

3.  Original or certified copy of a birth certificate issued by a state, county, municipal authority or outlying possession of the U.S. bearing an official seal

4.  Native American tribal document

5.  U.S. Citizen ID Card (INS Form I-197)

6.  ID Card for use of Resident Citizen in the U.S. (INS Form I-179)

7.  Unexpired employment authorization document issued by the INS (other than those listed under List A)
Please contact Human Resources at (231) 591-2150 if you need accommodation to attend orientation or if you have any questions.

We look forward to seeing you at the New Employee Orientation!

For Hiring Department use only:


HIRING DEPARTMENT: Please complete the following information and send to Human Resources by e-mail to fsujobs@ferris.edu, by 2 p.m., the Friday before orientation.

NEW EMPLOYEE
Name:       
Date of Hire:       
Social Security Number:       
Date of Birth:      
Job Title:       
FT/PT:  FORMDROPDOWN 

Office Location & Extension:      
HIRING DEPARTMENT

Contact Name:      
Phone:      
**Date PAF initiated:      
AND





**REMINDER: Department must complete a PAF (with appropriate signatures) and send to HR, along with the hiring packet, as soon as possible before the date of hire.
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