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Welcome to Galveston County! 
New Employee Orientation Requirements 

 
 

 
 
Human Resources Department 
Old Courthouse 
722 Moody (21st) 3rd Floor 
Galveston, TX 77550 
409-770-5418 
 
Mondays 
Appointment Only 
1:00 – 5:00pm 

 
 
 

 

THE FOLLOWING IS REQUIRED AT ORIENTATION 
If you do not have the following information, you will be rescheduled and employment could be delayed 

Payroll and benefits cannot be processed with incomplete paperwork 
 

Employee Information 
 

 I-9 Documents 

List of acceptable documents printed on back of this sheet 
 

 Social Security Card 
For payroll verification purposes 
Located at 2835 Gulf Freeway South in League City (Zip 77573) Phone: 1-866-299-3254 
If you do not have your card, Social Security Administration will order a replacement free of charge. Bring 
receipt with you to orientation showing a replacement has been ordered; make sure your social security 
number shows up on the receipt. Once you have received your replacement card you will need to provide a 
copy to Human Resources. 

 

Beneficiary and Dependent Information 
 

 Full, Legal Name 
 Address complete with zip code 
 Date of birth 
 Social Security Number (no proof is required) 
 Phone number 
 Relationship to you 

 

Direct Deposit Information 
 

 Bank or Credit Union name, address, and phone number 
 Voided check or other documentation from your bank or credit union listing routing and account number 
 Incorrect information will cause a delay of two more days to have pay reissued by the Treasurer’s Office 
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