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The City & Borough of Juneau
Human Resources & Risk Management Department

155 S. Seward Street

Juneau, Alaska 99801

Hiring Information Pre-Check Form

(For Interdepartmental use only)
This form is to be used as a resource to enter data into HR’s SharePoint site (intranet), once the Appointment form has been approved by HR. *All information entered into SharePoint is required to be accurate!*

Hiring department needs to keep a copy of Appointment form and Application as a reference for data entry. Hiring Manager or Dept. Admin will need to verify the following information when making job offer.

	Start Date: Click here to enter a date.
What day will the new hire start? *This data must be accurate for correct data entry!*


	Legal Name: (Legal name of new employee according to the Social Security Administration)
Is name correct on application? Y/N. If No, what is legal name?

Click here to enter text.


	Preferred Name: Same as above? Y/N. If No, what is the preferred name?

Click here to enter text.


	Date of Birth: Click here to enter a date.

	SSN: Click here to enter text.


	Marital Status: (PERS Requirement)   ☐ Single   or    ☐ Married


	Mailing Address: 

Is mailing address the same as what was provided on application? Y/N.  If No, what is correct mailing address?

Click here to enter text.


	Employee Phone Numbers:

Is phone # different to what was provided on application? Y/N. If No, what is contact phone #?

Click here to enter text.


	Additional Notes:

______________________________________________________________________________
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