
Candidate Name:

Candidate Phone Number:

Address:

COMPANY NAME
Hiring Checklist

Position: Initials

(to be completed for all candidates that gets to phone interview)

Job Description Done

Source Candidates Done

Collect Resumes (Send "Not Interested Resume" to HR) Done

Phone Interview (Obtain NDA) Done

Yes No

Setup on-site interview (Send "Not Interested Resume" to HR) Done

(Send Evaluation to HR) Done

Done

Date No Further Intereset Done

Time

Offer No Offer

Offer Letter Done (Send "Not Interested Resume" to HR) Done

Followup Phone Call Done (Send Evaluation to HR) Done

(HR to send Not interested at this time letter) Done

Accepted Declined

Send Person to HR (Send "Not Interested Resume" to HR) Done

(Send "Offer Letter- mark declined" to HR) Done

Employment Agreement Done

Proprietary Rights and Patents Agreement Done

Stock Option Agreement Done

Distribute Stock Option Plan Done

Distribute Employee Manual Done

Obtain Employment Application Done

W-4 Done

I-9 Done

Cancelled Check for direct deposit Done

Non-Compete Agreement


