
Congratulations on your new position with the City of Missoula. 
 
Please fill out the forms and email to mailto:hrnewhire@ci.missoula.mt.us.  

To digitally sign, please download, and/or open forms with Adobe PDF Reader.  

• Montana W-4 
• Federal W-4 
• Social Security Exemption Form 
• Employee Records Form 
• Decedent’s Warrant – In the event of death while working at the City, you are naming the 

person you desire to receive your final paycheck. This form is required by State Law. 
• Direct Deposit –Please provide voided check or notice from your bank for verification. Direct 

Deposit cannot be processed without the proper verification. 
 
Please bring these forms and documents below to the HR department on your first day of 
Employment 
 

• MPORS (Municipal Police Offers Retirement System) form MPERA   
o Please fill out your membership form listing your beneficiaries. Please remember their 

date of birth and social security numbers are required.  A HR staff member will need to 
witness your signature 

• We have provided page 3 of the I-9 which list the acceptable documents you should bring for 
verification. Remember to bring your documents on your first day. Please keep in mind that all 
documents must be unexpired.  

o A representative for Human Resources will complete this form with you when you at 
10:00 a.m. in Human Resources on your first day.  

Additional resources: 
 

• Benefits at a Glance – Information concerning health benefits will be provided in detail with 
your New Employee Orientation packet. HR will provide you with this packet soon after your 
start date.  

• Summary of Benefits 
• Prior Employment Certification - Please fill out if you have been previously employed by a 

Montana Public Service entity.  
• Payroll Schedule 

 
Welcome and we look forward to seeing you.  
 

mailto:hrnewhire@ci.missoula.mt.us?subject=New%20Hire%20Forms
http://ci.missoula.mt.us/DocumentCenter/View/53889/4-MONTANA-W-4
http://ci.missoula.mt.us/DocumentCenter/View/53846/FEDERAL-2020-W4
https://www.ci.missoula.mt.us/DocumentCenter/View/53985/SSA_1945-POL_FIR-ONLY
https://www.ci.missoula.mt.us/DocumentCenter/View/53932/Employee-Records-Form-200903
http://ci.missoula.mt.us/DocumentCenter/View/53891/7-DECEDENTS-WARRANT
http://ci.missoula.mt.us/DocumentCenter/View/53890/5-DIRECT-DEPOSIT-10-2015
https://www.ci.missoula.mt.us/DocumentCenter/View/53987/MPORS
http://ci.missoula.mt.us/DocumentCenter/View/53845/I-9-Acceptable-Documentation
https://www.ci.missoula.mt.us/DocumentCenter/View/53956/Benefits-at-a-Glance-8242020
https://www.ci.missoula.mt.us/DocumentCenter/View/53394/Summary-of-Benefits-FY21
https://www.ci.missoula.mt.us/DocumentCenter/View/53937/Prior-Employment
http://ci.missoula.mt.us/DocumentCenter/View/40187/2017---2020-Payroll-Schedules?bidId=
http://ci.missoula.mt.us/DocumentCenter/View/40187/2017---2020-Payroll-Schedules?bidId=

