
Departmental Checklist  
For New Employees & Transfers  
Conducted by the Employee’s Supervisor 
Revised 8/2021 

Employee Name: Working Title: 
Department: Supervisor Name: 
Appointment Type: Hire/Transfer Date: 

Instructions  
This checklist is provided as a guide to assist supervisors in acquainting the new employee/transfer with the department and Radford 
University.  It is intended to serve as an outline of the minimum info
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0 Tc 0 Tw -499.358 -10.898 Td
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-0.138 Tw 24.485 0 Td
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-0.193 Tw ( t)Tj
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[(he t)15.667(el)-0.889(eph)]TJ
-0.139 Tw 37.086 0 Td
(one )Tj
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(ed )Tj
-0.018 Tw [(and a)13.333(ny)]TJ
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0.006 Tw ( D)Tj
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[(ay)10.667(s)]TJ
-0.113 Tw ( )Tj
-0.018 Tw (/)Tj
-0.036 Tw ( H)Tj
-0.018 Tw 27.96 0 Td
[(our)17(s)]TJ
0.005 Tw ( of)Tj
-0.396 Tw ( )Tj
-0.018 Tw [(W)-38.444(o)13.111(r)3.667(k)]TJ
-0.114 Tw ( )Tj
0 Tc 0 Tw (– )Tj
0.036 Tc -0.018 Tw 60.96 0 Td
[(S)4.333(pec)-2.556(i)12.444(f)2.111(y)]TJ
-0.114 Tw ( day)Tj
-0.018 Tw 46.564 0 Td
[(s)-2.667(,)]TJ
-0.156 Tw ( )Tj
-0.018 Tw [(s)-2.667(t)2.222(ar)3.656(t)15.556(i)]TJ
-0.138 Tw 29.036 0 Td
(ng and )Tj
-0.018 Tw [(qui)-0.889(t)15.667(t)15.444(i)-0.778(ng t)15.667(i)-0.889(m)-3(e)13.222(s)]TJ
0.005 Tw ( a)Tj
-0.138 Tw 90.486 0 Td
(nd )Tj
-0.018 Tw [(s)-2.667(hi)-0.667(f)2.111(t)]TJ
-0.156 Tw ( s)Tj
-0.018 Tw 35.999 0 Td
[(c)-2.667(hed)13.111(ul)-0.778(e)13.222(.)]TJ
-0.036 Tw (  )Tj
-0.018 Tw 39.002 0 Td
[(E)-9(x)24(pl)-0.778(ai)-0.667(n a)13.1(ny)]TJ
-0.113 Tw ( )Tj
-0.018 Tw [(ex)23.889(c)-2.556(ept)2.222(i)-0.889(on)13.222(s)]TJ
0.005 Tw 1 0 0 1 506.276 280.365 Tm
( a)Tj
-0.018 Tw  
  7.463 0 Td
[(nd r)3.667(e)13.222(as)-2.667(on)13.233(s)]TJ
0.005 Tw ( f)Tj
-0.018 Tw 49.683 0 Td
(or)Tj
-0.171 Tw ( )Tj
-0.036 Tw -509.422 -10.323 Td
[(t)2.222(hem)-3(.)]TJ
0 Tc -0.135 Tw ( )Tj
0 Tw 24.964 0 Td
( )Tj
/C2_0 9 Tf
-42.955 -12.694 Td
<008B>Tj
/TT1 9 Tf
6.498 Tw 1 0 0 1 45.009 257.348 Tm
( )Tj
0.036 Tc -0.018 Tw [(E)4.333(s)-2.556(s)-2.667(e)13.111(nt)2.111(i)-0.778(a)13.222(l)]TJ
-0.012 Tw ( P)Tj
-0.018 Tw 54.119 0 Td
[(er)17(s)-2.556(onn)13.222(el)]TJ
-0.131 Tw ( )Tj
0 Tc 0 Tw (– )Tj
0.036 Tc -0.018 Tw 44.527 0 Td
[(D)5.778(i)-0.778(s)10.667(c)-2.667(u)13.222(s)-2.667(s)]TJ
-0.114 Tw ( i)Tj
-0.018 Tw 36.004 0 Td
(f)Tj
-0.036 Tw ( t)Tj
-0.018 Tw 7.555 0 Td
[(h)13.222(e po)13.222(s)-2.556(i)-0.889(t)15.556(i)]TJ
-0.138 Tw 33.484 0 Td
(on )Tj
-0.018 Tw [(i)-0.778(s)]TJ
-0.114 Tw ( )Tj
-0.018 Tw [(c)-2.667(on)13.211(s)-2.556(i)12.333(der)3.667(ed)]TJ
-0.138 Tw ( e)Tj
-0.018 Tw 72.97 0 Td
[(s)-2.556(s)-2.667(e)13.111(nt)2.111(i)-0.667(a)13.111(l)]TJ
-0.012 Tw ( al)Tj
-0.018 Tw 40.085 0 Td
[(ong w)19.111(i)-0.778(t)2.222(h w)19.222(or)3.556(k)]TJ
0.005 Tw ( r)Tj
-0.018 Tw 60.605 0 Td
[(e)13.333(por)3.556(t)15.556(i)-0.778(ng r)3.667(e)13.222(qui)-0.778(r)17(em)-3(e)13.222(nt)2.222(s)]TJ
0 Tc -0.098 Tw ( )Tj
/C2_0 9 Tf
0 Tw -358.349 -10.917 Td
<008B>Tj
/TT1 9 Tf
6.498 Tw 1 0 0 1 45.009 246.431 Tm
( )Tj
0.036 Tc -0.036 Tw [(O)8.778(v)10.556(er)3.667(t)2.111(i)-0.778(m)]TJ
-0.015 Tw 40.559 0 Td
(e )Tj
0 Tc 0 Tw (– )Tj
0.036 Tc -0.018 Tw 15.123 0 Td
[(D)19.111(i)-0.667(s)10.556(c)-2.556(us)10.556(s)]TJ
0.006 Tw ( ex)Tj
-0.018 Tw 43.324 0 Td
[(em)-3(pt)2.111(/)2.222(n)13.222(o)13.222(n)]TJ
0 Tc 0 Tw (-e)Tj
0.036 Tc -0.018 Tw 45.602 0 Td
[(x)24(em)-3(pt)]TJ
-0.036 Tw ( s)Tj
-0.018 Tw 31.559 0 Td
[(t)2.222(a)13.222(t)2.111(us)]TJ
-0.114 Tw ( und)Tj
-0.018 Tw 36.962 0 Td
(er)Tj
-0.051 Tw ( F)Tj
-0.018 Tw 16.079 0 Td
[(LS)4.333(A)4.444(;)]TJ
-0.275 Tw ( )Tj
-0.018 Tw [(aut)2.111(hor)17(i)-0.667(z)10.544(at)2.111(i)-0.889(o)13.344(n r)3.667(eq)13.222(ui)-0.889(r)3.667(ed)]TJ
-0.138 Tw ( f)Tj
-0.018 Tw 114.01 0 Td
(or)Tj
-0.171 Tw ( )Tj
-0.018 Tw [(ov)10.667(er)3.656(t)15.456(i)-0.678(m)]TJ
-0.138 Tw 39.962 0 Td
(e and )Tj
-0.018 Tw [(pr)3.667(oba)13.222(bi)-0.667(l)12.333(i)-0.778(t)2.111(y)]TJ
-0.114 Tw ( f)Tj
-0.018 Tw 71.05 0 Td
(or)Tj
-0.171 Tw ( )Tj
-0.018 Tw (s)Tj
-0.036 Tw 15.008 0 Td
[(c)10.667(hedu)13.222(l)12.444(i)-0.778(ng.)]TJ
-0.054 Tw ( )Tj
0 Tc 0 Tw 43.451 0 Td
( )Tj
/C2_0 9 Tf
-521.68 -10.917 Td
<008B>Tj
/TT1 9 Tf
6.498 Tw 1 0 0 1 45.018 235.514 Tm
( )Tj
0.036 Tc -0.018 Tw [(M)23.556(eal)]TJ
-0.012 Tw ( per)Tj
-0.018 Tw 44.045 0 Td
[(i)-0.778(od)13.222(s)]TJ
0.006 Tw ( an)Tj
-0.018 Tw 29.044 0 Td
[(d br)3.556(e)13.333(ak)10.556(s)]TJ
0.006 Tw ( )Tj
0 Tc 0 Tw (– )Tj
0.036 Tc -0.018 Tw 44.6Tj
0.036cTs



�‹ Inclement Weather – Discuss departmental needs should the University close when students are living on campus.  Refer to the 
Inclement Weather Policy.   

�‹ –  �‹ 
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