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_ Section One
Employee File Checklist {note “n/a” if not applicable)

O Resume O Designation of Personal Physician

{1 Appilication for Employment O Absenteeism & Tardiness Policy

1 Offer Letter 0 Confidentiality & Non-Disclosure

0 Food Handlers Card/Certification Agreement
Expiration i H Skills Test / interview notes

O Alcohol/Linuor Serving Certification 0 New Hire Acknowledgement Form
I-9 Form and copies of required form{s) O Additional iInformation/Emergency
of 1D {Filed in secured }-9 binder) Contact

{1 Sexual Harassment/Harassment Policy O W-4: Single/Married { Circleone)
Acknowledgement Exemptions

1 Authorization and Release to Obtain O Direct Deposit / Global Cash Card /
information Live Check {Circle cne)

. Section Two
Employee Setup

1 E-Verify Documentation I Attended New Hire Orientation
CVNE: 20l 140144 3 3FED Date: ' / 7

O Background Check (Sterling) O New Hire List
File Ref#: 9B I30— O _
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O Direct Deposit / Global Cash Card

form sent to Payroil LI Upload Photo
O Upload Resume & Food Handiers Card

Section Three
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Interview Note Sheet
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Server /35 %|Bartender /30 %
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Chef Cost— Chef Pants _ Knives ,CBlack Pants M-Sﬁp Shoes@ Other:,
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Academy? '
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New Hire Acknowledgement Form

For Employer
Additional Information Sheet
Application
-9
W4
OfferLetter
Background Authorization Release
Sexual Harassment Prevention Policy
Global Gold Card / Direct Deposit Form
Designatmn of Personal Physician/Emergency Contact Form
Confidentiality & Non-Disclosure Agresment

i

ForEmployes
New Hire Orientation Manusl
Workers’ Compensation Pamphlet
Sexual Harassment Pamphilet
Unemployment (For Your Benefit} Pamphiet
Safety & Sanitation Guidelines

inform
State & Federal Poster
Minimum Wage Poster
Wage Order Poster

All of these items have been explained to me:
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Shataeya A Holmes
29B Mercer Street
MNewark NJ 07103

{614)935-7947
Shataya2 10@gmaii.com
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Dear Hiring Manager,

in today's customer service oriented soclety, timely, friendly, proactive service is sought to snhance future
business growth. Customer loyalty is always impacted when you employ the right service professional to
represent you when assisting your valued customers.

My long-term experience in the service industry has taught me how to meet and exceed each customer's
expectations with service that sells. | have assisted all types of customers in all types of settings. | realize that
acquiring and maintaining loyal repeat business as well as spreading the word of your business through these
loyal patrons is of the utmost importance in every company. Positioning a company for hetter exposure and
greater marketability is a task that | have performed with success many times.

| am an excellent trainer who achieves ongoing success with teams by building morale, maintaining teams’ self-
confidence and training them to build the sale by improving their people skills.

it would be a pleasure to interview with you and [ look forward to hearing from you soon.
Sincerely,

Shataeya Holmes,
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SENSITIVE BUT UNCLASSIFIED

Case Verification Number: 2016140144737ED
Report Prepared: 05/19/2016

Company Information

Company ID: 139349 Company Name: Acrobat Qutsourcing

Employee Information

Last Name: Holmes First Name: Shataeya
Date of Birth; 12/04/1993 Social Security Nurmber: *** ** 8354
Hire Date: 05/19/2016 Citizenship Status: A citizen of the United States

Document Information

List B Document: Driver's license or ID card issued by a U.S, state List C Document: Social Security Card
or outlying possession

Document Name: |D card Document State: New Jersey

Driver's License or ID Card Number: Document Expiration Date: 01/31/2017

Case Status Information

Final Case Result: Employment Authorized Employer Case ID:;
Case Submitted On: 05/19/2016 Case Submitted By: JPAI1406
Closed On; 05/19/2016 Closed By: JPAI1406

Closure Statement: The employee continues to work for the employer after receiving an Employment Authorized resuit,

SENSITIVE BUT UNCLASSIFIED
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