NEW HIRE CHECKLIST

This checklist helps you assemble all the employee information you need for Payroll Relief AC.

For all empl S:

* Basic demographic and employment information.

* Hire date; dates for Forms 1-9 and W-4.

* Federal and state tax information (filing status, exemptions, additional withholding).
* Deductions.

* Federal and state New Hire Reporting forms must be filed.

For certain employees:

* Direct Deposit Authorization Form.

* Departments and percentage of time worked for each.

* Overtime rates for hourly employees.

* Pay schedule if company pays standard payrolls on multiple schedules.
* Advance EIC: date Form W-5 was filed.

* Child Support information if paying electronically.

* Miscellaneous. Is the employee:

statutory

seasonal

covered by pension plan

exempt from FUTA, SUTA, FICA, social security, and/or workers' compensation.



New Employee Payroll

Forms needed for a new hire are:
1) W4
2) 19
3) Employee Setup Form
4) Direct Deposit Form (if required)
5) Florida New Hire Reporting Form
Copies of this information are in Procedures Manual with these instructions.
To find and print forms:
1) Payroll Relief AC
2) Click on Resources icon at top on left side of page, second from right.
3) On upper right and second from left, click on Briefcase icon — Employment Forms
4) Click on Employee Forms on right side of page at top. This lists forms (W-4, 1-9,
etc.). Click on ones you want to make a copy of.
To get setup forms:
Click on Page & Pencil icon — Supporting Documents. This will give you setup forms for

Employer, Employee, Payroll Card info, etc. Make copies of forms that are needed.
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