      Georgia Tech / Office of Human Resources
 Pre- Employment Substance Abuse and Background Check
        Department Request Form

Instructions: Send prospective employee to The Office of Human Resources (with this form) to request a Substance Abuse Test and/or a Pre-employment Background Investigation.  See specifications of related HR Policies 5.6 and 8.1 which include lists of all positions requiring pre-employment screening (both available online at http://www.ohr.gatech.edu/).  
OHR will notify the hiring department regarding the applicant’s employment eligibility and billing will be handled via journal entry method through the Document ID and PSoft Project # provided on this request.

Date: ___________ Hiring Mgr.  & Dept. ____________________________________________________
Prospective Employee Name (print): ___________________________ Soc. Sec. #: ___________________  

Applicant Address: ______________________________________________________________________ 
Tel. Contact #: ___________________ Drivers License # & State: _______________________     _______        
Date of Birth: _________ Tech Temp: ____ (or) Regular ____   Job # (if applicable): ____________________
Position (title): _________________________ OHR Recruiter (if applicable): _________________________                
Pre-employment screenings to be conducted (check all that apply): 

Standard Checks 
1.) Standard Backgrd. Check $22.95 ______ (Includes National Soc. Sec. Search, OFAC Watch List Scan, Multi-State Pre-Screen Criminal Search, Multi-State Sex Offender Search, Georgia Statewide Criminal History)
2.) Substance Abuse $30.00 ______ (Includes five panel substance abuse urinalysis) 
Advanced/Additional Checks Available (Additional charges will apply)
1.) Additional County and/or Statewide Criminal Search (per jurisdiction) $12.00 _____ (see note below)
2.) Federal Criminal History $12.00 _____
3.) Credit History $$7.00 (per bureau) _____
4.) Driving History $2.75 _____








Preliminary Total: $________ $_______
*Note- Failed backgrounds will result in an additional $7.00 fee for adverse action administration and criminal history searches outside of Georgia may result in additional fees charged by the state where information is requested.  For any questions or concerns regarding charges please contact OHR.  




DEPARTMENT APPROVAL
Dept. HR Rep.: _____________________ Authorizing (HR Rep.) Signature: ________________________
Accounting Info. / Document ID: ________________________ PSoft Project #: _____________________
Other applicable information/instructions: ____________________________________________________

______________________________________________________________________________________
______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

OHR Use Only 

Date Received: _________ Reviewed By: __________________ Investigation Results: Pass ____ Fail ___
