NEW HIRE ESP
Please complete and return to
CSUSM Corporation HR & Payroll Services, hrcorp@csusm.edu 
If you have any questions, please call x4721 (Marcia Agnew)
	Today’s Date
	

	New Employee’s Name (first and last)
	

	Preferred Name (i.e., Robert Jones, preferred name: Bob Jones)
	

	Full Social Security # Required (ABSOLUTELY REQUIRED – need full SSN, but do not send full SSN via email, provide to Corporation HR by phone or in-person)
	

	Date of Birth (MM/DD/YY) (ABSOLUTELY REQUIRED)
	

	Title
	

	Department
	

	Location (Building and Room Number)
	

	Reports To (Supervisor)
	

	Length of Assignment (approximation is fine)
	

	Charge Back Code- 8 Digit Number (Required)
	

	Phone Needed?
	

	Is there an existing phone?   What is the Ext. #?
	

	Voicemail needed?
	

	Long Distance Code needed?
	

	Local Long Distance or International?
	

	Computer Requirements
	

	Additional or Special Software Required?
	

	Will New Employee need access to PeopleSoft?
	

	Parking Permit needed? Type (Indicate method of payment, type of parking pass and duration needed)
	


ANY ADDITIONAL COMMENTS OR INFORMATION YOU WISH TO SHARE:
	


THANK YOU!!
