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New Hire Name: ________________________________ 	TXST ID: A _________________	NetID: _________________
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[bookmark: _Hlk55294935]ONCE OFFER IS ACCEPTED: Collect hiring paperwork and initiate PCR/I-9.

PCR Training Materials can be found at the PCR Resource website. 

	PCR 

If needed, complete a New Position Form (NPDF) in Dynamic Forms to request new position in SAP. Not required if department has an available funded vacant position.  

	
	Faculty/Graduate Student Employee Personal Data Form
	Attached to PCR

	
	W-4 completed via employee self-service
Note: For international hires, departments should email the following to payroll@txstate.edu: selected candidates name, email, rank, department, and start date.    
	

	
	I-9 Completion and E-Verify Validation: I-9 must be completed no later than the 1st day of employment; Section 3 no later than 3 business days from 1st day of employment. 
I-9 FAQs can be found here; typically done every three years (see FAQs).
	HireRight Electronic
I-9 & E-Verify

	
	Graduate Office Approval: If justification/exemption is required (see GA Eligibility Overview/Checklist)
	Attached to PCR

	
	Insurance Eligibility: Graduate Student Acknowledgement
Applicable for 50% FTE appointments. 
	Attached to PCR

	
	Selective Service Verification (Male 18-25)
	Attached to PCR

	
	NEW! An onboarding course has been created for all new graduate and doctoral assistants. This course will help all new assistants familiarize themselves with our campuses, the benefits available to them, and more! Please send the Canvas course link to all incoming assistants for your department.
	Canvas course link




*Note: This checklist is for all graduate student appointments, with the exclusion of teaching assistants. There is a separate checklist for teaching assistant appointments.*
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