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Pre-employment forms – 
· P-003 Recruitment Exception
· P-009.P010 Criminal Disclosure (only for those candidates you offer a position to)

Inquiries / Updates – 
· Address and phone changes
· Name changes
· Personnel Number
· P-113 Work Schedule Request
· Next pay increase, pay range, step, etc.
· Anniversary, seniority & other dates

NewEmployee.Paperwork@parks.wa.gov
New employee forms – 
· Supervisor-New Employee Checklist
· I-9
· P-007 Personnel Questionnaire
· Emergency Contact 
· P-020 Policy Acknowledgement
· DRS Retirement Status 
· W-4
· Electronic Funds Transfer/Direct Deposit 
· P-102 HBV Consent / Waiver

WFSE deduction cards are sent directly to WFSE.
	Payroll@parks.wa.gov
Questions –
· Benefits
· earnings statements
· W-2s and payroll processes

Benefits forms -
· PEBB Benefit Eligibility Worksheets
· Health Care Authority Enrollment
· Life Insurance Enrollment
· Long-Term Disability Enrollment
· DRS (Retirement) Enrollment

Deduction and payment forms -
· Associations (AFSCME, Ranger, etc.)
· Clothing allowance 
· Employee Housing 
· Optional HSA deduction w/CDHP 

Updated forms for current employees –
· Electronic Funds Transfer /Direct Deposit
· W-4
Timesheets@parks.wa.gov
· Timesheets 
· Overtime Request and Authorizations
· Revised Timesheets

	Forms that Go to Region or Appointing Authority:
· P-001 Appointment Approval
· P-004Position Action Request
Do not cc HR when these forms are sent to Region or your Appointing Authority.
NWActions@parks.wa.gov
ParksDLEARegion-HQSupportStaff@parks.wa.gov
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