Electronic Services Department
New Employee Visit Checklist

Employee Name: _________________________________________
Date of Visit: _________________
Employees I met in the Electronic Services Department: __________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________

	After my visit to the Electronic Services Department I should be able to describe:


·  How to process returns

         (Heather or Ginger)                                     
·    Courtesy Pay

           (Heather or Ginger)
·   New Accounts 

          (Teresa)
· Closed Accounts

         (Teresa)
· Check Ordering process  

(Teresa)  
· Wires (Teresa)
(  ATM/ACH (Jennifer)  
(

(

(

(

(

(

(

I have a basic understanding of the topics listed above and how they relate to my duties and responsibilities.

Employee Signature:     ______________________________________
Department Manager Signature: ______________________________

