Employee Information Sheet

Check one: OAdd employee OUpdate existing employee (only complete name and affected fields)

First name M.I. Last name
Email address Gender OFemaIe OMaIe ONon-binary/
(provide to gain online access to paystubs/W-2s) Other
Street address Unit
City State Zip code
Social Security number Date of birth / / Hire date / /
Pay schedule O Existing schedule: on
(check one) (weekly/biweekly/semimonthly/monthly) (day of the week/day of the month)
O New schedule: - on
(weekly/biweekly/semimonthly/monthly) (day of the week/day of the month)
sta rting / / (first pay date)
for pay period / / through / /
(period start) (period end)
Work location OMain office location O‘Employee's home address OOther (list below)
(check one)
Street address Unit
City State Zip code
SOC (indiana only) (look up codes: https://www.hoosierdata.in.gov/coder/ )
Pay information Employee checklist: Employer checklist:
(check one) |:| Direct deposit form D Direct deposit form (sign)
O Hourly $ / hour []Voided check(s) [ Form 1-9 (complete/sign)
- D New hire reporting (complete/submit)
O Salary S per [Form -9 [] soc code (complete/verify)
(week/month/year)‘ DState withholding form D Pay schedule (complete/verify)
L. |:| PTO/pay information (complete/verify)
OCommlssmn only [Crederal w-4

Revised: 2/22/23




Employee Information Sheet

PTO (check at least one)

Vacation (complete below)

O Eligible as of / /

Sick (complete below)

Q Not eligible for PTO

Paid time off (complete below)

Vacation

Starting balance

Accrual method (select one)

OPer pay period
O Per hour worked

OAt the beginning of the year

hours per

(year/hour worked)

Accrue

Maximum balance*
(optional)

Sick

Starting balance

Accrual method (select one)

O Per pay period
O Per hour worked

OAt the beginning of the year

hours per

(year/hour worked)

Accrue

Maximum balance*
(optional)

Paid time off

Starting balance

Accrual method (select one)

O Per pay period
O Per hour worked

OAt the beginning of the year

hours per

(year/hour worked)

Accrue

Maximum balance*
(optional)

*Maximum balance will limit how much PTO an employee can have at any given time, but will not limit overall

annual accrual

Deductions No deductions

Insurance* (per paycheck)

Pre-tax medical $

Pre-tax dental S

Taxable medical $

Pre-tax vision S

Taxable dental $

Taxable vision S

Retirement plans (check only one)

OTraditionaI 401 (k)

(O Rroth 401(k)

O simpLe IR

(O simpLe 401(K)

O‘Other

Deduction amount (check only one)

O

G S per paycheck

% of gross

*Insurance plan offered by company must be a POP (premium-only plan) in order to qualify for pre-tax payroll

deductions

Revised: 2/22/23

RESET FORM
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