
Human Resources Management Forms Manual 
Table of Contents 

T&D/ Updated - 01-11-2006 1

 
1. Job Posting, Interviewing, Screening, Kroll Background and Bigby Testing Forms 

 Internal Job Posting Form & Internal Job Posting Application 
 External Job Posting Form 
 External Print Ad Job Posting Form 
 Hiring & Screening Process Form 
 Application For Employment 
 Outline for Preparing for an Interview  
 Interview Questions 
 Interview Evaluation Forms 
 Bigby Tests and Fax Back Scoring Sheets 
 Kroll Background Form 

 
2. New Employee Package Forms 

 New  Employee  Data Form (To Be Filled Out By Mgr Or DM) 
 Welcome Letter 
 Employee Benefits Package 
 Personal Time Off (2 Pages) 
 Unauthorized Work Hours/Lunch Breaks 
 Employee Accidents 
 Unauthorized Use Of Company Vehicles 
 Cash Shortages 
 Digital Camera 
 Personal Appearance/Image Requirements  
 Employee Vehicle Rental Policy 
 Driving Safety Guidelines Policy 
 Attendance Policy 
 No Harassment Policy (2 Pages) 
 Memorandum On Computer Systems (2 Pages) 
 Acknowledgement Of Receipt Of Handbook 
 Employment Eligibility Verification 
 W-4 
 MW 507 – Maryland Withholding 
 Form VA – 4  
 Direct Deposit 
 Employee Key Acceptance Form 
 Fitzgerald Handbook 

 
3. Employee Work File Documents (Inventory Form) 

 
4. Job Descriptions 

 
5. Performance Management Tools 

  Goals Plan 
 Performance Expectations 
 Self Performance Reviews 
 Team Review 
 Performance Reviews 
 Outline for Preparing a Discussion / Feedback Session 
 Developmental Feedback Form 
 Job Well Done Feedback Form 
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6. Human Resources Forms 

 Payroll Change Notice 
 Vacation Request Form 
 Employee Warning Report 
 Employee Lateness Report 
 Unscheduled Absentee Report 

 
7. Termination Preparation Forms 

 Outline for Preparing a Termination Meeting 
 Termination Preparation Checklist 
 Termination Report 

 


