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The following is a list of personnel papers and documents required on new "hires". The Employee Transmittal Record 
will indicate the forms and documents required for each position (Sales, Service, Clerical and Management).  
This PERSONNEL SECTION is designed to explain the policy and procedure for completion of each of these items 
and is itemized in the same order as each document is listed on the Transmittal Record. Following is the order in which 
each item is referenced with its corresponding Policy #: 

 

*Items 1-7 are to be complete prior to an Applicant's Employment.  
**The Applicant should not be sent for the medical examination until after the above has been completed and the 
applicant is determined to be qualified for the job. 
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*Items 8-23 must be completed on or before the 1st day of employment. The complete packet, Items 1-23, is to be 
forwarded to the Corporate Office the same day of employment.  

1. All personnel papers from the Service Centers will be packaged separately and sent directly to the "Personnel 
Department" in the Corporate Office. The packages should be marked "Personal and Confidential".  

2. The Personnel Department will keep a log on each Service Center with the following information:  
       Employee Name: ______________  
       Date Received: ______________  
 
The Personal Department will be responsible for monitoring all employment standards and checking each 
personnel package for completeness and accuracy.  

3. The Regional Assistant/Secretary will have the responsibility for getting the completed employee package 
approved by the Regional Manager and for getting the completed package to the Office of the President within 
two (2) working days or less.  

4. In the event an incomplete personnel package is received from the Service Center, the incomplete package will 
remain with the Personnel Department until the following steps are completed: 

o The Region will be notified of the missing and/or incomplete documents on an Incomplete Personnel 
Package (IPP) Form. 

o The Region will be responsible for obtaining missing documents and/or complete documents and 
immediately returning to the Personnel Department. 

o The Region will be responsible for checking off all the documents on the Regional copy of the IPP 
form before returning to the Personnel Department. 

o The Personnel Department will review the new documents for completeness and accuracy, update the 
personnel log book, and will forward the complete personnel package to the Regional Manager for 
approval and further processing for final approval to the President. 

5. The Office of the President will return the approved personnel packages back to the Personnel Department for 
logging and forwarding on to the Payroll Department.  

Each step of the above procedure required department signatures to validate delivery and receipt of the personnel 
packages. 
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