
New Hire

• Click Packet Link

• Fill out packet

• Complete & Submit

Land Office

• Receive an email 
notification that a new 
packet has been 
submitted

• Complete & Submit

Payroll

• Reveive an email 
notification that a 
new packet has been 
submitted

• Complete & Finalize

Emergency Fire Fighter (EFF) 

 

  

 

 

 

 

  

 

 

 

 

 

 

** Please have your ID documents for the I-9 scanned and saved to your 

computer before you click on the link** 

 

❖ Click on packet link 

❖ Enter your full legal name and 

 email in the Power Form Signer  

 Information box 
 

 

 

 

 

 

 

 

 

 

❖ Enter in the Rural or Volunteer fire department that you are working out of  
(If you are not associated with a rural/volunteer fire department, enter N/A)  

Emergency Fire Fighter (EFF) 

Hire Packet 



❖ Check the box next to your land office  
(This will determine where the EFF packet will be routed to after its completed) 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

❖ Enter in all personal information throughout the packet  

(Once you fill out this page, your information will autofill throughout the rest of the packet)  

 

 

 

 

 

 

 

 



❖ On the Decedent Warrant, you will have to enter the name, address, date 

of birth and SSN of your designee   
(Please do not enter in your own information in this section)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

❖ On the I-9 page, you will be required to upload your ID docs  

o Please have your ID docs scanned and saved to your computer prior 

to starting the EFF packet  

o The packet will require that you upload at least one form of ID 

▪ Please review the lists provided to ensure you are uploading 

the correct documents  

▪ If you complete the packet and didn’t upload the correct ID 

docs, the land office will reach out and get the correct docs 

from you  

 

 

 

 

 



 

❖ If at any point you need to exit the packet before completing, please select 

‘FINISH LATER’ 

o By clicking finish later, DocuSign will confirm your email address and 

send you an email with a link to pick up where you left off  

 

 

 

 

❖ If you click the ‘Finish’ button before you have filled out all of the required 

fields, DocuSign will route you to the section that you are missing  

 

❖ If you have completed all the required information, you can click ‘finish’ 

and it will submit your packet to the land office  

 

 

 

 

❖ When you click ‘Finish’ you will see the ‘You’ve finished signing!’ page  

 

 

 

 

 

 

 

 

 



Land Office 

Payroll 

 

 

 

❖ The land office will receive an email notification that there is a new EFF 

packet and will click on the link, fill out their portion and the packet will be 

sent to Payroll  

 

 

 

 

 

 

 

 

 

 

❖ Payroll will receive an email notification that there is a new EFF packet and 

will click on the link, fill out their portion and the packet will be complete  

❖ When payroll completes the packet, the EFF and land office will receive a 

completion email with the option to download the final packet  

 

 

 

 

 

What happens after you submit?  


