
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) 

W-4 Employee’s Withholding Certificate (Federal)  (Return to HR during first week of employment) 

MI-W4 Employee’s Withholding Exemption Certificate (State) (Return to HR during first week of employment) 

City Withholding Exemption Certificate (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) 

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 

Acceptable Use of Information Technology Standard 1340.00.01 

(Return to HR during first pay period) 

Acceptable Use of Information Technology Standard Receipt 

State Board of Ethics Information 

 
(Return to HR during first pay period) 

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) 

https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/LARA_New_Hire-Rehire_Packet_Slide_Show_with_Full_Hyperlinks_Rev_March_27_2012.pdf?rev=1b441e23cd3a4180b8cb884971f8ec0b
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/Lara_Report_to_Work_Notice.pdf?rev=bd5b602f849b47f09ebc46ab3729825c
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.michigan.gov/taxes/-/media/Project/Websites/taxes/Forms/All-Years/MIW4.pdf?rev=6d38b5fd76cc40779fc214756386242b&hash=7A8EA8092A43AA2E45C6EFCAE6955F08
http://www.michigan.gov/mdcs/0%2C1607%2C7-147-6879_19184_21557-234596--%2C00.html
https://www.uscis.gov/i-9
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
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder3/CS-314_Oath_of_Office_68217_7.pdf?rev=a6b3724f463445c3a379dd7f030c016c
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder3/CS-140_Final_Comp_Beneficiary_Form.pdf?rev=9aa71d57e3894ebba79f8ef6c825f4e6
https://www.michigan.gov/-/media/Project/Websites/mdcs/FORMS/CS1781_Beneficiary_Designation_Change.pdf?rev=8b080b6759184ab19e5c7b304e864afb
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400013002-Acceptable-Use-of-Information-Technology-Standard.pdf
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder3/Acceptable_Use_Policy_Acknowledgement_Form_2016.pdf
https://www.michigan.gov/mdcs/Quick-Links/boardethics
https://www.michigan.gov/lara/-/media/Project/Websites/lara/about/ohr/Folder1/Ethical_Standards_and_Conduct_G-14.pdf
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/LARA_c-46_Disclosure_of_Interest.pdf?rev=17e5db068ae041d1a2d05b39c6ebeccb
https://www.michigan.gov/mdcs/rules-regs/rules
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/receipt-electronic_copy_civil_service_rulebook1.pdf?rev=89a7b0daf91d4868a05191b093529bc4
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/LARA_Employee_Handbook.pdf?rev=b981c40880d049e88e5096fc217c0d8a
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/receipt-electronic_copy_LARA_EE_Handbook.pdf?rev=ea130e9f46a241f69899d3e6f441b329
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fmlaen.pdf
https://www.michigan.gov/lara/-/media/Project/Websites/lara/about/ohr/EFT-notice.pdf
https://www.michigan.gov/-/media/Project/Websites/mdcs/HR/PayrollDirectDeposit3487_116647_7.pdf?rev=d8813df537684b18a12e907fabf5d5b5
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/DMB-VTS_63D_Driver_Agreement_Directors_121337_7.pdf?rev=000be8f5633145ae8ea41bd25dfc97f0
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/DMB-VTS_63_Driver_Agreement_Rev402_87684_7.pdf?rev=96d335e83fd04c5ebc1181e2dac5b430


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 

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

 

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. 

https://www.michigan.gov/-/media/Project/Websites/mdcs/COMP/Rules2016.pdf?rev=da7df9ab3123414b84b29515dc286e6d&page=17
https://www.michigan.gov/mdcs/-/media/Project/Websites/mdcs/RULES/Rules-Book.pdf?rev=d6a81d7ffdcc4226bad0967f09278c46&hash=C815A4D64360A5EA48226543BA20E87D
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder3/Prior_Military_Service_Credit_Memo.pdf?rev=5b370a5c6ed04fd18a3fe8b1877e158a
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder1/LARA_HR_Work_Rules.pdf?rev=6f90044c86d04018b51455ff219787c0
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/Acknowledgment_of_Receipt_of_LARA_WORK_RULES.pdf?rev=22ab00684e2c4d1c913e6f079458d837
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/Discriminatory_Harassment_G-08.pdf?rev=d6ccd9f753ea42f18c9cd3b7a9410777
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder1/Workplace_Safety_Policy_G-35.pdf?rev=a2294a7bc75e48b69f97a1b0917c07c8
https://www.michigan.gov/-/media/Project/Websites/mdcs/EBD/INS/HealthInsuranceMarketplaceOptions.pdf?rev=681941f2358648faa8009c767367597c
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/Discriminatory_Harassment_Receipt.pdf?rev=f992922afa1745a3b91670af4780cafe
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder1/E-learning_Instructions_Discriminatory_Harassment.pdf?rev=dc388b509f724068966174e375bc5d06
https://www.michigan.gov/-/media/Project/Websites/lara/about/ohr/Folder2/DA_Testing_Program_for_All_Employees_Revised_032016.pdf?rev=0bebdc34279b405abecf81803f837e17

