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Welcome to the Georgia Technology Authority!
New Employee Information Sheet (Full-Time Employees)
	New Employee Orientation

	You will attend a thorough New Employee Orientation (NEO) on your first day of employment beginning at 9am unless instructed differently by your supervisor at the following location:  
47 Trinity Ave, Human Resources Office, 6th Floor, Atlanta, GA 30334

	What to bring on your first day

	It is very important that you bring the completed forms below with you to orientation even if you are currently a state employee as well as your verification for I9 purposes.  You may park at the Pete Hackney parking lot at the intersection of Jesse Hill, Jr. Drive and Decatur Street for $5.00 per day, or you may prefer to take MARTA to the Georgia State Station.  On your first day if you plan to sign up for parking, please be prepared to pay the monthly fee of $20.00 in the form of a check, money order, VISA, or MasterCard in order to set up your parking deduction.

	New Employee Packet

	Items / Forms
	Action(s) Needed

	State Security Questionnaire/Loyalty Oath
	Fill in all applicable information and wait to sign at orientation. HR will notarize form

	Tax Forms

· W-4 Form: Federal Withholding Form
	Fill out sections 1- 7.  Please Sign and date the form

	Tax Forms

· G-4: State Withholding Form
	Fill out sections 1 - 8 Read the instructions carefully.  Please Sign and date the form

	Employment Eligibility Verification Form 
(I-9)

· E-Verify Poster
	Complete Section 1 only. Check the correct box which indicates your Immigration Status.  If you check box #3, indicate your Alien Registration Number.  If you check box #4, indicate you Alien Registration Number and Admission Number and date of expiration.  Please view lists of acceptable documents  and bring the documents to orientation

	State of Georgia Executive Order & Code of Ethics Acknowledgement
	Please read and sign acknowledgement

	Georgia Technology Authority Security Awareness Program Training Certification
	Please read and sign acknowledgement 

	Notification of Outside Employment
	Please complete and sign (if applicable)

	GTA Policy Acknowledgement 
	Please read and sign acknowledgement

	FLSA Understanding and Agreement
	Please complete, date and sign

	GSEPS 401(k) Plan Auto Enrollment 
	Please complete, date and sign 

	GSEPS 401(k) Plan Information 
	http://www.ers.ga.gov/plans/ers/gseps/gsepsmain.html 

	SAO Direct Deposit Policy Acknowledgement, and Authorization Agreement Form
	Please read the policy, complete & sign the appropriate forms

	Outstanding Wages Form
	Please complete all information

	Medical and Physical Examination Program (MAPEP) Checklist and Form 
	Please complete and sign

	Worker’s Compensation Brochure  and Acknowledgement     
	Please read brochure and sign and date acknowledgment

	Selective Service Registration (males 18-25)
	Visit to register: https://www.sss.gov/Portals/0/PDFs/regform_copyINT.pdf 

	Health Benefits
	To access the Decision guide online, go to http://team.georgia.gov , Under My Benefits select All benefits, Under Health Insurance click www.myshbp.ga.gov.  Select Decision Guides then New Enrollees

	· Health Benefits Rates
	Please review rates

	· New Enrollment/Transfer Form
	Please complete and sign Complete and sign if selecting Health Benefits.  You have 30 days after hire to submit form

	· Declination of Health Benefit Coverage
	Complete if not selecting Health Benefits

	Flexible Benefits Rates 
	To access the Decision guide online, go to http://team.georgia.gov , Under My Benefits select All benefits, Under Flexible Benefits Information select Enrollment Booklet (pdf) 

	· Flexible Benefits Rates 
	Please review rates

	· Flexible Benefits Enrollment Instructions
	Review and enroll if selecting flexible benefits.  You have 30 days after hire to enroll online

	State Holidays
	Please review https://georgia.gov/popular-topic/observing-state-holidays 

	Employee and Manager Self Service (ESS) instructions
	Register on ESS after orientation
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