New Agent Hiring Paperwork Procedure
1. 1st Interview by DM, DM completes first interview guide.
2. Completed Application with Resume is sent to HR  (Ellen will send a copy to Kent, Bruce and the ZM).  If prospective applicant is under contract or has a previous employment contract, a copy MUST be sent to HR (Ellen will forward to Carol L for approval).
3. DM discusses the hire with the ZM utilizing the Request for Hire Form and the DM sends the 1st Interview Form Guide  to the ZM, as required.  
4. DM has Observation Day with prospective hire – 2nd Interview, provided with comments
5. DM discusses applicant with ZM and possible interview by ZM

6. With ZM approval, if DM decides he wants to hire applicant, continue with following steps.
7. DM to request References from applicant and send to HR to check
8. HR checks References and Education, as applicable, and advises DM if okay

9. ZM / NSM / VP approval required.  Once approvals are received, the New Agent Hiring Report is sent to Maryellen.
10. DM to send completed New Agent Call In Report to Maryellen who then creates and sends the Contract to the DM

11. DM sends applicant signed Background Check Form (which provides Criminal and DMV information) to HR

12. DM offers job contingent on favorable Background Check from HR
13. Once background check is approved, DM sends all paperwork to Maryellen 

SEE NEW AGENT HIRE PAPERWORK CHECKOFF FOR ALL ITEMS


REQUIRED TO BE SENT TO THE OFFICE.
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