


ORANGE FOLDER STICKERS

Scan this QR code now 
and bookmark our page 

Scan this QR code to see 
a map of the property



LEASE AGREEMENT
PAGE 1
• - DAY OF ARRIVAL

• - MONTH OF ARRIVAL

• - Print FULL NAME

• - ROOM NUMBER

• - BUILDING NUMBER

• - DAY AND MONTH OF ARRIVAL

• - DAY AND MONTH OF       
ESTIMATED DEPARTURE



LEASE AGREEMENT

• Page 2 – NOTHING

• Page 3 – Email 

• Page 4 – Print Full Name and Signature

• Page 5,6, 7, 8 – Initial on ALL short red lines

• Page 9 - Initial on ALL short red lines, print name and signature

*Your initials are the first letter of your name

EXAMPLE: John Samuel Smith – JSS



LEASE AGREEMENT

• - PRINT FULL NAME

• - SIGNATURE

• - MONTH

- DAY

- YEAR



DONATIONS PROCEDURE

• Read the information about 
donations procedure.

• DO NOT fill the bottom half. HR 
will fill the information during 
orientation. 

FOR HR ONLY



NEW HIRE PACKET

• - LAST DAY OF WORK

• Expected last working day

• CANNOT be past your SEVIS end 
date

• If you would like to change this 
date, please fill out an 
‘International Concern Sheet’ and 
turn it in to HR – NOT your 
manager

• Changing your last working day to 
an earlier date requires at least a 
minimum of 15-day notice 

• Extending past your SEVIS end 
date requires approval from HR 
AND your sponsor 

CIRCLE
YES OR NO



• Print FULL name

• Signature

• Date signed (Month/Day/ Year)

• 6 digit Employee # provided in 
the orientation email 

MAIL & PACKAGE 
SIGN OFF

PRINT FULL NAME

SIGN YOUR NAME

DATE SIGNED (MONTH / DAY/ YEAR) 6 DIGIT ID #



FAILURE TO SET UP DIRECT DEPOSIT

• Print your name

• Signature

• Date Signed

• *you will only be charged $30 if you 
need a paycheck to be RE-ISSUED*

SOCIAL SECURITY AUTHORIZATION

• Print your name

• Signature

• Date signed

• If you already have a social security 
card, put an ‘X’ through this section

PRINT FULL NAME

PRINT FULL NAME

PRINT FULL NAME

PRINT FULL NAME

SIGN YOUR NAME

SIGN YOUR NAME

6 DIGIT  ID #

6 DIGIT ID #

DATE SIGNED (MONTH / DAY / YEAR)

DATE SIGNED (MONTH / DAY / YEAR)



• EVEN IF YOU ARE NOT IN FOOD AND 
BEVERAGE, YOU MUST FILL OUT THIS 
PAGE

• In case of picking up extra hours in 
Food and Beverage, Convention 
Center, Field’s, Sarento’s, etc., this 
form must be filled out

• To make it easier for everyone, all J1 
students complete this form during 
their orientation! 

FOOD EMPLOYEE 
REPORTING AGREEMENT

PRINT FULL NAME

SIGN YOUR NAME

DATE SIGNED (MONTH / DAY / YEAR) 6 DIGIT ID #



* If you brought your own linen and 
do not plan on using what was 

provided in your closet you can 
return it in orientation. EVERYTHING 

must be unused and in the linen bag.

• Print FULL name

• Signature

• Date signed (Month/Day/Year)

• 6 Digit ID #  (In orientation email)

PRINT FULL NAME

SIGN YOUR NAME

DATE SIGNED (MONTH / DAY / YEAR) 6 DIGIT ID #

Linen Deduction



* If you already have a SS Card, put a 
large X through the deduction page to 

avoid being charged for the 
transportation to the SSA office. 

• Print FULL name

• Signature

• Date signed (Month/Day/Year)

• 6 Digit ID # (In orientation 

email)

PRINT FULL NAME

SIGN YOUR NAME

DATE SIGNED (MONTH / DAY / YEAR) 6 DIGIT ID #

Social Security 
Deduction



• COPY TEXT IN ‘QUOTATIONS’ AS TYPED

• FILL IN ALL RED TEXT AREAS

• CANNOT LEAVE BOXES BLANK 

‘N/A’ = NOT APPLICABLE (DO NOT HAVE

I-9 FORM
ONLY FILL IN THE TOP SECTION

DO NOT FILL IN ANYTHING BELOW YOUR SIGNATURE!

SIGN YOUR NAME ORIENTATION DATE (Month / Day / Year)

DS END DATE -Month/ Day / Year

PASSPORT # COUNTRY

E-MAIL ADDRESSBIRTHDAY – Month/ Day / Year ‘N/A’

LAST NAMES FIRST NAME MIDDLE INITIAL ‘N/A’

‘501 EAST ADAMS STREET’ ‘N/A’ ‘WISCONSIN DELLS’ ‘WI’ ‘53965’

SS# IF YOU HAVE 





DON’T FORGET:

HAVE YOU DONE YOUR ARRIVAL CHECKLIST?

• Important to note anything dirty, broken, damaged, 
or missing to ensure you don’t get charged!

• Must turn in by 4 PM!

*IT IS EXTREMELY IMPORTANT THAT YOU WATCH 

THE HOUSING VIDEO SENT TO YOU IN YOUR 

ORIENTATION E-MAIL. THIS VIDEO GOES INTO 

GREAT DETAIL ABOUT HOUSING RULES, 

PROTOCOLS, AND OTHER EXPECTATIONS. IT IS 

YOUR RESPONSIBILITY TO WATCH AND 

UNDERSTAND THIS VIDEO. IF ANYTHING IS 

UNCLEAR, PLEASE ASK AN HR REPRESENTATIVE.* 


