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TENNESSEE TECH UNIVERSITY 
 

REMOTE NEW HIRE PROCESS 
 

Please take a few moments to read through the following steps. 
 

NOTE:  The Remote Hiring Process is an exception and should only be used in extreme 
situations for employees living outside of a 100 mile radius of Tennessee Tech 
University.  If actually working on TTU campus, the employee MUST come in person to 
complete the paperwork.   

 
 

Dear New Employee, 
 
Tennessee Tech University’s Human Resources has been notified that you will need to be processed as a new 
employee for the University.  Furthermore, we understand that it will be difficult for you to travel to Cookeville to 
be processed as a new employee.  The following remote new hire process has been established for employees in 
your situation. 
 
When you are ready to complete the forms necessary for processing, you will be working with a member of 
Tennessee Tech HR.  Please take a few moments to read through the following steps and if you have any 
questions about this process you can either call us at 931-372-3034 or email us at hr@tntech.edu. 
 
We look forward to hearing from you and welcome to TTU! 
 
EMPLOYMENT ELIGIBILITY VERIFICATION (I-9) 
 

• The I-9 is a form required by the Federal Government to verify that an employee is eligible to work in the 
United States.  Because of the University’s responsibility under federal law to view an employee’s original 
documentation, you will need to take your original documentation to either your financial institution, a 
notary public, or another institution of higher education located closer to you.   
 

• Once you have determined where you would like to go to complete the I-9 form, you will need to take the 
I-9 form (5 pages) along with your original documentation to your chosen location. 
 

• Please note the third page of the I-9 form titled LISTS OF ACCEPTABLE DOCUMENTS.  In order to 
verify that you are eligible to work in the United States, you will need to bring to your chosen location 
either one original document from LIST A or a combination of one original document from LIST B and one 
original document from LIST C. 
 

• PLEASE REMEMBER THAT THE PERSON WHO COMPLETES YOUR I-9 MUST SEE YOUR 
ORIGINAL DOCUMENTATION.  COPIES ARE NOT ACCEPTABLE. 
 

• When you arrive at your chosen location you will need to have the person who is completing your I-9 call 
us at 931-372-3034

 

 and inform us you need to complete the Remote New Hire Process.  If you have any 
problems with the charges associated with a long-distance telephone call, please let us know and we will 
call you back.  If you know ahead of time that you will have an issue with long-distance charges, then 
email us with the time that you wish to be processed and a telephone number at which you can be 
reached and we will call you at the appointed time. 
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• Once you have contacted us, we will walk you and the person at your chosen location through the I-9 
process. 
 

• When the I-9 is completed, you will need to have the person fax

 

 the I-9 with copies of your original 
documentation to us at 931-372-3784.  The Authorized Representative completing your I-9 needs to sign 
the copy of your documents stating that they have made the copies from an original before they fax the 
forms.  We will remain on the line and verify with you that your I-9 has been correctly completed.  A 
sample of a properly completed I-9 and copy of original documents is attached for your review. 

• Once the I-9 has been verified as correctly completed, you may then place the original I-9 with copies of 
your documentation attached in the mail, with

 

  
OTHER REQUIRED FORMS 

 
You will find a number of other required forms in your new hire packet.  You will not need the assistance 
of an outside person or a notary to complete these forms.  However, please feel free to contact us if you 
should have any questions concerning the other required forms. 
 
LIST OF 

 all other required forms listed below.  

ALL

• Employment Eligibility Verification (I-9) 

 REQUIRED FORMS 
 

• Federal Tax Forms (W-4) 
• Direct Deposit Form (Requires an attached voided check or note from your bank-see form for 

details.) 
• Signed Employment Contract 
• Bid Disclosure Form 
• Other:             

 
            

 
 

 

Please wait until all forms are completed and send as one “packet” to HR.  Place all original forms and copies of I-
9 documents in an envelope and mail to: 

Human Resource Services 

Tennessee Tech University 

Box 5132 

Cookeville, TN   38505 

Please note:  ALL paperwork must be completed and received prior to start date.  A Banner ID will not be 
assigned to you and you will not be placed on payroll until this process is complete. 
















