
New Hire / Rehire Packet 

 
There are two different ways below that you may choose to go through this New Hire / Rehire packet.  
 

1. View the New Hire / Rehire Packet Slide Show.  This power point gives you a brief explanation of what the forms or documents in the New 
Hire/Rehire Packet are for, a link to the form or document, and instructions for completing the forms. This slide show is arranged in the same order as 
the New Hire / Rehire Packet Checklist below.   

 
New Hire / Rehire Packet Slide Show  - (large file-may take some time to open) 

2. Review the packet on your own by clicking on each link below.  It is YOUR RESPONSIBILITY to read and familiarize yourself with all the information 
contained below.  Please check off each item as you view, print it, or complete it.  Please sign and date at the bottom of the page. 

  

 Report for Work Notice       (Return to HR during first week of employment)  

 Federal Tax Form       (Return to HR during first week of employment)  

 State Tax Form  (Return to HR during first week of employment)  

 City Tax Forms (if applicable)       (Return to HR during first week of employment)  

 Homeland Security Employment Eligibility Verification Form (I-9)        (Return to HR during first week of employment)  

 Copy of Social Security Card (Return to HR during first week of employment)  

LARA DCDS Security Request (Return to HR during first pay period)  

 Retirement:  New Employee Orientation (Required)  

 Retirement and Deferred Compensation Plan Highlights (optional)  

 Oath of Office (Return to HR during first pay period)  

 Final Compensation Beneficiary Designation (Return to HR during first pay period)  

 Life Insurance and Accidental Duty Death Beneficiary Designation  (Return to HR during first pay period)  

 Acceptable Use of Information Technology Standard 1340.00.01  

 Acceptable Use of Information Technology Standard Receipt  (Return to HR during first pay period)  

 State Board of Ethics Information   

 Ethical Standards and Conduct Policy   

 Disclosure of Interest (Return to HR during first pay period)  

 Civil Service Rulebook (bookmark in your favorites for future reference)  

 Civil Service Rulebook Receipt (Return to HR during first pay period)  

 LARA Employee Handbook and Department Policies  (bookmark in your favorites for future reference)  

 LARA Employee Handbook and Policies Receipt (Return to HR during first pay period)  

 Employee Rights & Responsibilities under the Family Medical Leave Act  

 Direct Deposit Notice  

 Payroll Direct Deposit Authorization (Return to HR during first pay period)  

 State Motor Vehicle Driver Agreement (Directors and Appointees only) (Return to HR during first pay period)  

 State Motor Vehicle Driver Agreement (Return to HR during first pay period)  

  State of MI Master Vendor/Payee File Registration   (on internet at: http://www.michigan.gov/cpexpress)  

http://www.michigan.gov/documents/lara/LARA_New_Hire-Rehire_Packet_Slide_Show_with_Full_Hyperlinks_Rev_March_27_2012_380543_7.pdf
http://www.michigan.gov/documents/lara/Lara_Report_to_Work_Notice_517457_7.pdf
http://www.irs.gov/pub/irs-pdf/fw4.pdf
http://www.michigan.gov/documents/State_W-4_121643_7.pdf
http://www.michigan.gov/mdcs/0,1607,7-147-6879_19184_21557-234596--,00.html
https://www.uscis.gov/system/files_force/files/form/i-9.pdf?download=1
http://www.michigan.gov/documents/lara/Lara_DCDS_Security_Request_Form_517459_7.pdf
https://www.brainshark.com/Voya/vu?pi=zHHzLRaq2zJrc9z0&intk=177294465
https://stateofmi.voya.com/einfo/planinfo.aspx?page=plan_informationplanhighlightsstateemployees2&cl=michigan&pl=640001PU&domain=stateofmi.voya.com
http://www.michigan.gov/documents/lara/CS-314_Oath_of_Office_68217_7_517461_7.pdf
http://www.michigan.gov/documents/lara/CS-140_Final_Comp_Beneficiary_Form_517462_7.pdf
http://www.michigan.gov/documents/CS-1781_Beneficiary_Designation_Change_63816_7.pdf
http://www.michigan.gov/documents/dtmb/1340.00.01_Acceptable_Use_of_Information_Technology_Standard_458958_7.pdf?20140611154113
http://www.michigan.gov/documents/lara/Acceptable_Use_Policy_Acknowledgement_Form_2016_517138_7.pdf
http://www.michigan.gov/documents/State_Board_of_Ethics_121642_7.htm
http://www.michigan.gov/documents/lara/Ethical_Standards_and_Conduct_G-14_362116_7.pdf
http://www.michigan.gov/documents/lara/LARA_c-46_Disclosure_of_Interest_519990_7.pdf
http://www.michigan.gov/mdcs/0,1607,7-147-6877_8155---,00.html
http://www.michigan.gov/documents/lara/receipt-electronic_copy_civil_service_rulebook1_520737_7.pdf
http://www.michigan.gov/documents/lara/LARA_Employee_Handbook_382934_7.pdf
http://www.michigan.gov/documents/lara/receipt-electronic_copy_LARA_EE_Handbook_519994_7.pdf
http://www.michigan.gov/documents/dleg/fmlaposter011509_263546_7.pdf
http://www.michigan.gov/documents/lara/EFT_notice_520003_7.pdf
http://www.michigan.gov/documents/3487_116647_7.pdf
http://www.michigan.gov/documents/lara/DMB-VTS_63D_Driver_Agreement_Directors_121337_7_520009_7.pdf
http://www.michigan.gov/documents/lara/DMB-VTS_63_Driver_Agreement_Rev402_87684_7_520630_7.pdf
http://www.michigan.gov/budget/0,1607,7-157-13404_37161-179392--,00.html


 Politics & the Classified State Employee: Guide to Permitted / Prohibited Political Activities  

 CS Rule, Section 2-10: Guide to Whistleblower Protection for the Classified Employee  

 Prior Military Service Memo  

  LARA Work Rules  

  LARA Work Rules Acknowledgement of Receipt                                                                                (Return to HR during first pay period)  

 Discriminatory Harassment Policy / Work Rule  

 Workplace Safety Policy / Work Rule  

Health Insurance Marketplace Coverage   

 Discriminatory Harassment & Workplace Safety Policies/Work Rules Receipt (Return to HR during first pay period)  

 Discriminatory Harassment E-Learning Course Instructions  

 Discriminatory Harassment E-Learning Course Certificate of Completion (Return to HR during first pay period)  

  Focus on Ability Training Required by All LARA employees, must complete during first pay period:   
  http://www.quicknowledge.com/qk/focusonability 
 

 

 Drug & Alcohol Testing Program for All Employees        (Return the Acknowledgement of Training form to HR during first pay period)  

  UAW Bumping Preference Form (UAW Employees Only) (if applicable) (Return to HR during first pay period)  

 Union Card (if applicable) (Return to HR during first pay period)  

 AFCSME – Contact your Bureau’s Personnel Liaison for card.  

 MSEA    

 SEIU - Membership (Scientific & Engineering, Technical, HSS)   

 UAW Membership - Contact the UAW at 517-484-6000 or 800-243-1985 for membership card and/or information  

   

By signing this form I have verified that I have received and viewed the forms and information listed above. 
 
Employee Name (Please Print or Type) Employee Signature: Date: 

        

 

All forms MUST be SIGNED and RETURNED to the Office of Human Resources together with this checklist. 
 

 
 
 
 

http://www.michigan.gov/documents/mdcs/Michigan_Civil_Service_Commission_Rules_347183_7.pdf#page=17
http://www.michigan.gov/documents/mdcs/Michigan_Civil_Service_Commission_Rules_347183_7.pdf#page=43
http://www.michigan.gov/documents/lara/Prior_Military_Service_Credit_Memo_520631_7.pdf
http://www.michigan.gov/documents/lara/LARA_HR_Work_Rules_428070_7.pdf
http://www.michigan.gov/documents/lara/Acknowledgment_of_Receipt_of_LARA_WORK_RULES_428135_7.pdf
http://www.michigan.gov/documents/lara/Discriminatory_Harassment_G-08_362085_7.pdf
http://www.michigan.gov/documents/lara/Workplace_Safety_Policy_G-35_362311_7.pdf
http://www.michigan.gov/documents/mdcs/Employer_Coverage_Tool_432379_7.pdf
http://www.michigan.gov/documents/lara/Discriminatory_Harassment_Receipt_520633_7.pdf
http://www.michigan.gov/documents/lara/E-learning_Instructions_Discriminatory_Harassment_517166_7.pdf
http://www.quicknowledge.com/qk/focusonability
http://www.michigan.gov/documents/lara/DA_Testing_Program_for_All_Employees_Revised_032016_520717_7.pdf
http://www.michigan.gov/documents/lara/UAW_APPENDIX_B_Bump_Pref_394179_7.pdf
http://www.michigan.gov/documents/dleg/eacrd_254462_7.pdf
http://www.michigan.gov/documents/dleg/statememapp_254463_7.pdf

