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TO:

New/Rehire UALR Employee
FROM:

Department of Human Resources
SUBJECT:
New Hire Documentation
WELCOME TO UALR!

 As a condition of employment, payroll direct deposit is required for all new employees.  Prior to being set-up in the payroll system to receive your first direct deposit, you and your hiring department must complete the appropriate paperwork.  Forms you are required to complete are listed below and are included in this packet:

1. Personnel Data Sheet - Requires an original signed Social Security Card.  If your Social Security Card has been lost or stolen, you may obtain a replacement card from the Social Security Administration.  UALR Department of Human Resources can do a temporary ssn verification on-sight.  However, submission of the replacement card must be made to Human Resources immediately upon its receipt.

Address:    Social Security Administration

                    Federal Building, Room 1201
                    700 W. Capitol Street

                    Little Rock, AR  72201

2. Federal W-4 Tax Form;
3. State of Arkansas Tax Form Employee’s Withholding Exemption Certificate (AR4EC);
4. U.S. Department of Justice Employment Eligibility Verification Form (I-9).  (List of acceptable documents are included in this packet);
5. Acknowledgement Form regarding UALR’s Drug Free Workplace Policy;
6. Direct Deposit Form (requires voided check or document showing savings account number with bank routing number);
7. Acknowledgement Form regarding UA Board Policy 425.2.  (UALR employees are eligible to participate in employee only contributions to the Optional Retirement Program through a Supplemental Retirement Annuity (SRA) Plan);
8. State of Arkansas Statement of Selective Service Status Form;
9. Acknowledgement of Grant Funded Position Form; 
10. Acknowledgement of Benefit Policies Form;
11. Conflict of Interest Form (A copy of the Conflict of Interest Policy is provided in this packet);
12. Employee Disclosure Requirements and Restrictions Notice (2 forms); 

13. Employee Disclosure Certification and Employment of Family Members Form (2 forms); and 
14. Code of Ethical Conduct Acknowledgement Form (A copy of the Code of Ethical Conduct Policy is provided in the packet).
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