



 Agent Name ______________________________

  District Manager __________________________





Start Date ___________________
NEW AGENT HIRE PAPERWORK CHECK OFF 

To request a New Agent Contract, the DM should complete the Agent Call in-Report and email to Maryellen, specifying in the Comments/Special Instructions:

.....The territory (City and State) that is to be used on Exhibit A of the Contract
.....Where the New Agent Kit is to be sent, Manager or Agent

New Agent Hire Paperwork consists of the following and must be completed and sent to Maryellen for all New Hires.

1. Agent Call-in Report  (New Form dated August 14, 2009)
2. Resume

3. Request for Hire Form
4. Observation Day Form

5. Previous Employer Contract (ie. Lawson, UZ, State, etc.)

6. Pay Plan

· Two (2) signed copies with the Agent and Manager Signatures and Initialed on all pages
7. Sales Agent Contract

Prior to sending in your new hire paperwork you will have received a completed contract specific to your new hire.  You should print out (2) copies of that contract and be sure the following is completed.

· Two (2) signed copies must be sent to the office.  The contract requires:
· Agent signature on three pages where noted
· District Manager’s signature where noted.  
· Agent must initial each page on both copies of the contract
8. Sales Agent Application

· Completed and signed
9. Business Card Form

· After the Temporary Cards are created by the DM, the Agent should review and if happy with all information send a copy to Laura Rooney in Customer Service who will process the necessary paperwork for Permanent cards to be printed
8. Travel Profile

9. Direct  Deposit Authorization  

· Completed and a canceled check to be attached
10. Computer Loaner Authorization Letter

· Signed and Returned
11. Gift and Gratuities Policy

· Signed and Returned
Above information needs to be completed and sent to the office to the attention of Maryellen Hanwacker.  When the signed contract is received, the New Agents Sales Kit can be sent out.  The above items are necessary for a new hire to be set-up.  We prefer sending the kit to the Manager unless the agent’s location necessitates the kit being sent directly to them.

Please call Maryellen you have any questions regarding New Hire Paperwork.
If the agent is using his own Computer, please provide the following information:
CROSS INFO:       Type of LAPTOP ______________________________




     Operating System _____________________________



     Memory _____________________________________



     High Speed Access (VPN):  yes or no ________________

…..CLOTHING SIZE:   ________________________


…..AGENT PICTURE:   Please email a picture of your NEW HIRE TO MARYELLEN
Internal……
Send Kit to:      Agent  /  Manager



Price Book to be sent:      Yes  /  No

Using Cross:    Yes     /  No                                                            Background Check OK:    Yes  /  No









Loaner Computer Sent:    Yes  /  No

 /mvh – 4/17/12
