
**Sample HR Business Partner Notification of New Hire Status** 

 

Dear Hiring Manager, 
 
This is to notify you that Jane Doe has been recently assigned as a direct report of yours. She 
has been entered in Banner and her employee number is Y0123456. 
 
The following information is intended to assist you and Jane in procuring necessary Yavapai 
College computing services, including web and Banner access. Please share this information 
with Jane. 
 
Please fill out the Onboarding Checklist for Supervisors.pdf to ensure Jane receives access to 
all the resources necessary to perform her job duties. This and other valuable information and 
tools for supervisors can also be found in the HR Toolbox. 

https://yavapaicollege-my.sharepoint.com/:b:/g/personal/eweinack_yc_edu/Ec3LWvmWXUJNn1jrrf0DplwBWkxJjCohk9i3yI6F9HA3TQ?e=sRVdEv
https://yavapaicollege-my.sharepoint.com/:b:/g/personal/eweinack_yc_edu/Ec3LWvmWXUJNn1jrrf0DplwBWkxJjCohk9i3yI6F9HA3TQ?e=sRVdEv
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.yc.edu%2Fv6%2Fhuman-resources%2Ftoolbox.html&data=04%7C01%7CSonya.Liadis%40yc.edu%7C25de483b8c994b033de508d9aabbcc0f%7C6fe6a507e7074f10bb43b8544d88fc5d%7C0%7C0%7C637728545828703804%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=R4h9GFe%2Fmd2iVJkta8W8z5K8%2FvlKOeUalWicqvzsbWA%3D&reserved=0

