Employment Checklist:
Student Workers:

1) Application

2) I-9  

3) W-4 (manila card – must use hard copy)

4) Identification (Drivers License and Social Security Card/Birth Certificate –OR- Passport)
5) Direct Deposit Card (yellow card – must use hard copy).
6) Student Worker Confidentiality Form

Note Takers:

1) Application 

2) I-9  

3) W-4 (manila card – must use hard copy)
4) Identification (Drivers License and Social Security Card/Birth Certificate –OR- Passport)
5) Note Taker agreement form

Regular/Term Interpreter/Transcriber:

1)   Application 
2)   I-9 

3)   W-4 Card (must do in person in office)
4)   Identification (Drivers License and Social Security Card/Birth Certificate –OR- 
Passport)

5)   Direct Deposit Card (yellow card – must use hard copy pick-up and complete in office  

                                           Bring a canceled check or deposit slip)

6)   UT Consumer Authorization (if not a UT student)
7)   UT Release Form (if not a UT student)

8)   Resume

9)   College Transcript

10) Certification Documentation

11)  Documentation of Actual Hours worked as an Interpreter/Transcriber. This does not 

include prep time, drive time, or assignments that have been canceled or when the 

client did not show. You can count the full time when you were part of a team.
