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The Office of Human Resources

Hiring Manager/Supervisor Packet
Congratulations on your newly hired staff member. To assist you in orienting him/her to your Department/School/Office, please find enclosed copies of the following documents. Please also find enclosed the necessary forms to complete their probationary 90 day employment period. Please contact your assigned recruiter for any additional questions regarding this process.
This packet contains: 
1. A copy of the offer letter 
2. A copy of the application 
3. A copy of the resume 
4. The position description 
5. The orientation checklist 
6. The 90 Day Review Form 

Upon successful completion of his/her 90 day probationary period, please return to the Office of Human Resources, the following original documentation:

|_|  Completed and signed orientation checklist (original) 

|_|   Signed position description (original) 

|_|   90 Day Review (original)



Sincerely,
The Office of Human Resources
202-319-5050
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