
New Hire Checklist: 
**TO BE COMPLETED DAY ONE OF WORK WITH HORNER PAINTING** 

 

W4 Form  
 Complete A-H, Complete 1-7  

 Return pages 1-2 
 

I-9 Form 
 Complete page 7 

 Include copies of Identification -- see page 9 

 Return pages 7-8 

 Contact Makenzie, (970) 682-8953 or makenzie@hornerpainting.com, to schedule a 
time for her to visit jobsite, view your ID, and complete the two forms. Makenzie is 
typically available to visit jobsites to view ID and complete paperwork on Mondays and 
Fridays ï so be sure to plan ahead. **Failure to schedule/have forms complete may 
result in a delay of your payroll check for one week** 

 ID must be inspected by Makenzie. 

 Page 8 to be completed by Makenzie. 

 Return copies of ID ï 2 forms of ID (see page 9) 
 

Affirmation of Legal Work Status Form 
 To be completed by Makenzie 

 

Employee/Employer Agreement 
 Read and keep for your own records 

 

2016 New Hire Form 
 Read, Sign and Return 

 

2016 Safety Rules  
 Read, sign and return 

 

Authorization for Direct Deposit 
 Complete and return if you want your payroll check Direct Deposited 

 
 

RETURN TO: 
900 W Mountain Avenue 
Fort Collins, CO  80521 

Fax: 888-470-2734* 

Email: sara@hornerpainting.com* 

Contact info: 
Makenzie@hornerpainting.com OR (970) 682-8953 

erin@hornerpainting.com OR (970) 682-0400 
*For your convenience, you may return new employee paperwork via fax or email. 

Please note, faxes arrive electronically.  Email and e-fax are not secure* 

** Forms must be received in the office by Tuesday 5:00 pm to be processed in this week's payroll ** 
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