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Tips When Completing  

New Hire Paperwork 
 

Introduction 

 

This page has been designed to provide assistance with completing the hiring forms: 

 

 Form I-9 

 Direct Deposit Form 

 Disclosure of Outside Activities 

 Loyalty Oath & Intellectual Property Agreement 

 

For questions, please contact Recruitment & Staffing at employment@ufl.edu. 

 

Reminder: In the USA, the date is written month/day/year. Please be sure to check that 

dates you have entered on any of the hiring forms are written in the correct format. 

 

Form I-9 

1.  If you do not 

have a social security 

number, you should 

continue to complete 

the form and leave 

that field blank. 

2. If anyone helped 

you complete the Form 

1-9, please ensure the 

name, address and 

date of completion is 

entered correctly in the 

section Preparer and/or 

Translator Certification. 

3. Document List: 

On your first day of 

work please bring one 

document from LIST A 

or one document from 

LIST B and one from LIST 

C.  
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Direct Deposit Form 

 

1. The routing number is very important as this is identifies the bank. When entering the 

details on the deposit form, look at your check carefully. The check may show an ACH 

Routing Transit number and, if so, this must be used instead of the Bank Routing Number (see 

example below). 

2. Note that the check number should not be indicated anywhere on the direct deposit 

form. 
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Disclosure of Outside Activities 

 

1. If you have any activities to report that are outside of your employment with the 

University of Florida, you will need to check the box “I have activities to report and I will 

submit the appropriate form to the chair/supervisor or dean/director on or before my first 

day of work”. 

2. The forms can be found at the websites shown on the form. Please select the relevant 

form (either out-of-unit or in-unit). Print out and complete the form, and bring with you on 

your first day of work. Please contact your department if you are unsure about which form is 

appropriate for you. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Affirmation 
I affirm and certify that I understand and will comply with the University's policies on conflict of interest, 
outside activities and financial interests. 

Please check one: 

1.   
 
  I have no outside activities to report. 

2. 
  

 

  
I have activities to report and I will submit the appropriate form to my chair/supervisor or 
dean/director on or before my first day of work.* 

*You may download and print the appropriate form at: 
http://generalcounsel.ufl.edu/media/ufledu/content-assets/generalcounselufledu/documents/AppendixB2.pdf 

http://generalcounsel.ufl.edu/media/generalcounselufledu/documents/COI.pdf 

If you check the 

second box, then 

print and 

complete the 

appropriate form 

and bring with 

you on your first 
day of work.  

http://generalcounsel.ufl.edu/media/ufledu/content-assets/generalcounselufledu/documents/AppendixB2.pdf
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Loyalty Oath & Intellectual Property Form 

 

1. Please print this form and bring with you on your first day of work. If you do not have 

access to a printer, your department will provide a copy of the form when you arrive. 

2. Please complete the form and have it notarized on your first day of work. If your 

department does not have a notary, they will arrange one for you. A fee will not be charged 

for this service. 

3. If you are not a citizen of the United States, you may note this on the Loyalty Oath 

when you sign the form. 

 

 

If you are not a citizen of the United States, you may delete the 
words “the United States of America”.  Write the name of the 
country of which you are a citizen, above the delete line, as shown 
in this example. 

   


