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NEW HIRE EMPLOYMENT PACKAGE

Set forth below is the employment paperwork that must be completed and returned to General Technical Services (GTS) prior to your first day of employment.  Completed forms are to be submitted electronically to terry.dougherty@gtsllc.com. 
	a.  2021 W-4 Federal Withholding Form 

	a.1 2021 MW507 Maryland Withholding Form

	b.  I-9 Verification Form 

	c.  Application for Employment

	d.  Direct Deposit Form

	e.  Personal Data for Badge

	f.  GTS’ Certificate of Non-Disclosure

	g.  ARL Non-Disclosure Agreement

	h.  Employment Agreement

	i.  Emergency Contact Form

	j.  Social Security Verification Form

	k.  Explanation of Employee Benefits (Not Applicable for Part Time employees)
· k1.  Aetna Enrollment Form
· k2.  Guardian’s Dental Summary of Benefits
· k3.  Guardian’s Dental Enrollment Form
· k4.  Hartford Life Insurance Enrollment Form  
· k5.  Unum Long Term Disability Insurance (Unum Provident)
· k6.  Vision Benefit Summary

· k7.  Vision Enrollment Form

	l. Premium Only Plan Highlights and Enrollment Form
m.  GTS’ Summary of Benefits

n.  GTS’ Holidays

o.  EEO-1 Data Sheet

p.  Voluntary Self-Identification of Protected Veteran Status.

q.  Voluntary Self-Identification of Disability


When you return the above documents, please remember to include a copy of your official college transcript.


Timesheet instructions, monthly report template and a GTS Employee Policy Manual will be sent to you shortly.


If you have any questions, please feel free to contact me at 732-280-2022, X131.
Sincerely,

GENERAL TECHNICAL SERVICES

Terry Dougherty

Terry Dougherty

HR Administrator
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