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New Hire Onboarding Checklist:

o Full Legal Name (as appears on government IDs)

o Full Legal Address of Permanent Residence (for tax forms)

o Email Address

o Working Phone Number

o Emergency Contact (name and phone number)

o Direct Deposit: bank name, account number and routing number (plus an
attachment of either a void check or some other picture showing both account and

routing numbers)

o Form(s) of ID for the I-9 (please see list of acceptable documents on next page)
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LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A

G

MIDTOWN

GROUP

or a combination of one selection from List B and one selection from List C.

LIST A

Documents that Establish
Both Identity and
Employment Authorization

OR

LISTB

Documents that Establish
Identity

AND

LISTC

Documents that Establish
Employment Authorization

. .S Passport or U.S. Passport Card

. Permanent Resident Card or Alien

Registration Receipt Card (Form 1-551)

Foreign passport that contains a
temporary 1-551 stamp or temporary
I-651 printed notation on a machine-
readable immigrant visa

Driver's license or ID card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

. Employment Authorization Document
that contains a photegraph (Form
|-766)

1D card issued by federal, state or local
government agencies or entities,
provided it contains a photograph or

information such as name, date of birth,

gender, height, eye color, and address

. A Social Security Account Number

card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK OMLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK OMLY WITH
DHS AUTHORIZATION

For a nonimmigrant alien authorized
to work for a specific employer
because of his or her status:

a. Foreign passport; and

b. Form 1-94 or Form [-94A that has
the following:

(1) The same name as the passport;
and

(2) An endorsement of the alien’s
nenimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

School ID card with a photograph

. Certification of report of birth issued

by the Department of State (Forms
DS-1350, FS-545, FS-240)

Voter's registration card

U.5. Military card or draft record

Military dependent's 1D card

. Original or certified copy of birth

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

Il I I B

U.5. Coast Guard Merchant Mariner
Card

Mative American tribal document

Mative American tribal document

U.5. Citizen |D Card (Form 1-197)

Driver's license issued by a Canadian
government authority

. Passport from the Federated States of

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
I-94 or Form I-94A indicating
nenimmigrant admission under the
Compact of Free Association Between
the United States and the FSM ar RMI

For persons under age 18 who are
unable to present a document
listed above:

Identification Card for Use of
Resident Citizen in the United
States (Form 1-179)

10. School record or report card

11. Clinic, doctor, or haspital record

12. Day-care or nursery school record

Employment authorization
document issued by the
Department of Homeland Security
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The Midtown Group Onboarding Paperwork Instructions

1) Your onboarding documents will all be completed electronically. Please access your
portal at https://themidtowngroup.bbo.bullhornstaffing.com and log in with your
credentials that were sent to you by onboarding@themidtowngroup.com.

2) When you first login, you will see a list of documents in blue along the left side of the
screen that you will need to complete:

Documents

IN PROGRESS

19 Eff. 2019.08.31
Please fill out all of Saction

(WE EACH fromm list B and ©

IN PROGRESS
WOTC Questionnaire

OTC for new applicants

SENT

2020 Direct Deposit Form

3) Choose a document you wish to complete and select Create and Submit.

o The button will be labeled Edit and Submit if the document is in progress.



4) Any required fields will be highlighted in red. It will not allow you to submit

the document unless all highlighted fields are completed.

Tal Employvment Eligibility Verification UsCIS
. y Form 1-%
i Department of Homeland Security “I_"\ -
LS, Cinzenship and lmmigrateon Services Fxings 1073173002
= ATART HERE: Raad oy babzre B @ s feem. Thae instrectisns masl be aesiabbe, @i s paper or eecirenizaiy,
during al ihix farm, B arw liabls tor amars b ths completion ol s farm
ANTHIISCRIMINATION BNOTICE: |l is ibsgal I chcrimisate spmrmt work-suboried indidesis. Employers CANNOT spaciy which documeniia] as
ETEhIFE T PRESET Ko estabis employTent suthonization and ity The refusal 10 hire o conlirese 10 empior an indkidusl becasss th
documantation prasenied has s ko axpiralon dets may sk corStule Segal decrmnson

Section 1. Employes Information and Attestation (Emploses must cospiake snd gn Section T of Fam -3 na dfer
fan the fArst day of amplopment, bul nod safore acceping o job offer )

Lini? Mara (Fasiy Nana) Firsl Mams [Gvas Mams) Widdie Infisl | Oifser Last Kames Lissd 0 any)
Addrans [Slewal Marvtser snd Marm)| Apl Murchar | City or Toms Siae IF Code
Date of Wirth fmmiidiyyl | US. Bocial Secuity Mumter Empleyas’s E-mail Addwss Employia’s Teleptone Marmbar

connacticn with the completion of this form,
1 aftest. under penalty of periury, that |am icheck ane of the following boxesl:

’
5) Once the document is filled out, select the button to

6)

7)

8)
9)

open the menu and submit your document. You will see these options listed:

o Clear Data: Clears all the data you have entered into the form and closes
the editor.

o Save Data: Saves the data you entered in the form without submitting it.

o Submit: Submits the form to your administrator for approval.

o View PDF: View a PDF version of the form. Data you have entered will not
appear unless you save first.

Choose «d Submit

You will receive a popup notification asking you to confirm that you would like to submit
the form. (Note: This popup will also display your PDF password. Just save this
password somewhere. Once your form is approved, you will receive a secured copy of
the fully completed document that can only be opened using this password. The same
password will pop up for all of your documents.)

Select Yes on the confirmation popup.

If you missed any required fields, you will receive a notification letting you know which
ones are blank. Please make any necessary corrections and resubmit the form.



***Please be aware that after you submit a document, it may take 5 seconds before it appears
that anything is happening, please just be patient, thank you!***

Important Notes for I-9 Submissions:

***You cannot attach your IDs once you've already submitted your 1-9 form — to avoid this,
please find and attach your IDs FIRST before filling out the 19.***

If you have questions about which IDs will work, page 3 of the 19 form has the full list. You may
submit one ID from List A OR an ID from list B AND C.

Once you've located and taken clear pictures of the relevant ID(s), click "ATTACH" under the 19
to attach those pictures.

After attaching your ID(s) to the 19, click back into it and fill out all fields highlighted in red in the
[-9 document and proceed with submitting the document as described above.

10) After you have successfully submitted a document, you will see that the box moves to
the right side of the page and will be in the submitted status. Once accepted
and approved by our onboarding team, the box will change to a Approved status
as seen here:
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Important to note: We cannot set up your timesheets and payroll until ALL of your documents
are sitting in the Approved status along the right side of the screen.

If you have any questions, please reach out to your Transition POC.
Anna Schneid Anna.Schneid@k12.dc.gov

Erica Wingate, Erica.Wingate@k12.dc.gov
Dominic Dellorso, Dominic.Dellorso@k12.dc.gov



