Investigator’s Employment Checklist

1) Approval to Hire—Employment Request and Attachment A of Employment Request

2) Once approval is given:

a. WOC Forms—see Medical Research Secretary (862-6528)—link to website
b. Drug Free Workplace

c. Verification of non-BIMR Employment

d. Standards of Ethical Conduct

3) I-9 Form—copy of passport or copy of driver’s license and copy of social security card

4) W-4 Federal Withholding

5) IT-2104 State Withholding

6) Direct Deposit Form—voided check or appropriate documentation from bank if savings account deposit.

7) Time Sheet

8) New York State Notification (BIMR administrative clerk)

