Employee Personnel Information Check List

Genesis Software


The following must be included in each employee’s personnel folder
Employee Information
Attached to this document

Acknowledgement`
Attached to this document

Confidentiality - Trade
Attached to this document
Protection policy

Attached to this document
Drivers license

Copy of a current drivers license
Voided check

For employees who want there payroll automatically deposited into their bank account
I-9 form


Obtain a current form from the internet … 2 forms of verification per back of form

W4 form


Obtain a current form from the internet


Payroll requires

Copy of W4



Copy of “Employee Information” 

Copy of an employee voided bank check if employee would like auto deposit into their bank.
Payroll processed by 
CompuPay



Office
1-800-282-5809



Fax
1-206-241-5195



CeCe’s extension - 5241

Employee Information

Genesis Software

Personal







Date __________________
Full name
_________________________________________________________________________

Address

_________________________________________________________________________
City, St  Zip
_________________________________________________________________________
eMail address
_________________________________________________________________________

Telephone 
______________________________
Cell
______________________________

Social Security #
________ – ______ – ________

Birth date _____________________________

Marital status
__ Single
__ Married
__ Divorced
Emergency
Contact
name
_______________________________________
Relationship  ____________________

Telephone
_______________________________________
Cell  ___________________________

Work phone
_______________________________________

Contact
name
_______________________________________
Relationship  ____________________

Telephone
_______________________________________
Cell  ___________________________

Work phone
_______________________________________

______________________________________________________________
_______________________________

Employee Signature






Date

Employee Acknowledgement 

Genesis Software


Hire Date
__________________________

Start Date
__________________________

Rate of Pay
__________________________

I acknowledge I have received, read and understand the Genesis Employee manual.
______________________________________________________________
Employee name - print
______________________________________________________________
_______________________________

Employee Signature






Date

Confidentiality, Trade Secret and Discoveries Agreement
Genesis Software
During the course of employment with Genesis Software, Inc. (the Company), employees may be given, or have access to, confidential an/or trade secret information pertaining to the Company business.  All confidential information is disclosed or revealed to employees with the understanding that such information is considered to be secret and proprietary to the Company an is a valuable commercial asset of the Company.  As such, during and subsequent to the time of employment with the Company, employees are not to make use whatsoever, directly or indirectly, of the Company’s confidential information except for the purposes specified by the Company or required to perform their job for the Company.  Employees may not remove such information from the Company in any way form of medium, nor may they use such information in connection with work performed for their personal benefit or for the benefit of any other person, firm, or corporation.  Employees may not reveal, disclose, identify, or otherwise provide confidential information to any other person, firm, corporation, or other entity, including the general public.
The employee will promptly report to the Company all discoveries, inventions or improvements of whatever nature conceived or made by him/her in the period of his/her employment by the Company.  All such discoveries, inventions and improvements, for which equipment, supplies, facilities or trade secret information of the Company’s was used, or which were developed on the Company’s time, or which relate (1) to the business of the Company, or (2) to the Company’s actual of demonstrably anticipated research of development or which results from any work performed by the employee for the Company, shall also be the sole and exclusive property of the Company.  The obligations shall continue beyond the termination of the period of employment, with respect to discoveries, inventions or improvements conceived or made by the employee during such period of employment and shall be binding upon his/her heirs, executors, assigns or other legal representatives.

I agree to abide by the terms set forth above:

Employee name         _______________________________________________________________

Employee signature    _______________________________________________________________

Date    __________________________

Genesis Software, Inc. representative  __________________________________________________
Representative signature
____________________________________________________________
Representative title
____________________________________________________________
Date    __________________________

PC Software Protection Policy

Genesis Software
Due to the high risk of damage to software from unauthorized loading and duplication this policy is to inform you of Genesis Software, Inc. (GS) policy regarding software.

Pursuant to the U.S. Copyright Law, illegal reproduction can be subject to civil damages and criminal penalties including fines and/or imprisonment.  GS policy and procedures forbid employees from engaging in the act of making or using unauthorized copies of software.  Any employee who makes, acquires of uses unauthorized copies of software shall be subject to discipline as appropriate under company policy.

Authorized software is only the software that has been purchased and licensed by GS.  Please be informed that GS will not condone the illegal duplication or use of unauthorized or authorized software.

Any employee personally using or giving company software to any outside third party, including clients, without the expressed written permission of the IT Director is subject to termination.  If you need to use company software at home, you must have prior written authorization, and verification that the license for the piece of software permits home use from the IT Director.  Software may not be loaded on company computers without prior written authorization and virus check by the IT Director.
Should you have questions regarding this policy, please contact the IT Director or HR Director immediately.

I am fully aware of the software protection policies of Genesis Software, Inc. and agree to follow the standards set forth above.  I also understand that random checks will be made of all Genesis Software, Inc. computers and files, and if found in violation for the above policies I am subject to disciplinary action up to and including termination.

______________________________________________________________

Employee name - print

______________________________________________________________
_______________________________

Employee Signature






Date







