«LastName», «FirstName»
October 11, 2007

October 11, 2007
«Title» «FirstName» «MiddleName» «LastName»
«Address»
«Hired_DataCity», «State»  «PostalCode»
Dear «Title» «LastName»,

Congratulations on being selected for the position of «Working_Title», «Official_Title». As Human Resource Manager, I wanted to be one of the first to welcome you to the Kansas Department of Commerce, as well as share some important information with you as you prepare for your first day on «Start_Date».

Current State Employees
Please review the forms I have included. These forms contain important information regarding your employment with the State of Kansas, including our policies on substance abuse and overtime. Please complete the I-9, Appointment Data Sheet, Substance Abuse Affirmation, and Conflict of Interest forms and bring them with you on your first day of work. The W-4 and Emergency Contact Data Sheets are both optional. In order to complete the I-9 form, please bring either: 

· One document from column A, OR 

· A document from column B AND a document from column C. 

If you are not currently enrolled but are interested in direct deposit, a cancelled check (no deposit slips please) will be needed.

Non-State Employees:
Please review the forms I have included. These forms contain important information regarding your employment with the State of Kansas, including our policies on substance abuse and overtime. Please complete all of the forms and bring them with you on your first day of work. In order to complete the I-9 form, please bring either: 

· One document from column A, OR 

· A document from column B AND a document from column C. 

If you are interested in direct deposit, a cancelled check (no deposit slips please) will be needed.

On your first day, please report to the Emporia Workforce Center located at 512 Market Street at 8:00 AM. You can expect to meet with your supervisor for an initial orientation to the office and agency. Lunch will be on your own. 

Commerce has a business casual dress policy, so chinos (khakis), collared shirts, or similar attire are appropriate. Denim and casual attire are reserved for special fund-raising events. Although our offices are climate controlled, you may want to layer to ensure you are comfortable. Please bring any items that will help make your office comfortable. We would, however, ask that you avoid bringing any heavily scented items or items that might be a fire hazard (such as candles, electric potpourri, or incense).

Within your first few days, we will ask you to come to the Human Resources Office to complete additional paperwork, taking a photo of you, and reviewing information such as benefits, payroll, and general agency policies. You will also attend a New Employee Seminar within your first few months with Commerce.

Hopefully you find this information helpful as you prepare to join our team. You may find out more about Commerce on our website as well: www.kansascommerce.com. If you still have questions, please feel free to contact one of us in human resources and we will be glad to help you get the information you need.

Again, congratulations, and welcome to Commerce!

Sincerely,

Jeff Montague

Human Resource Manager

c:
Supervisor
