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New Employee Checklist

This form is to be completed by Consumer/Caregiver or Consumer Representative and Returned to EI
Employee Name:__________________________
Date of Hire: 


Client Name:
________Hourly Pay Rate: $


Consumer Name:___________________


Forms for Employer files:
____ IRS Notice 797 (Possible Federal Tax Refund due to Earned Income Credit (EIC)

Forms to return to Elderberry Institute: (All forms with the exception of samples must be signed and returned even if employee is declining or if form is not applicable)
____ Completed/signed Employment Application 
____ Employment Agreement (to be reviewed and signed by both the consumer & the  

         employee
____ Completed I-9  (Employment Eligibility Verification)
____ Completed 2007 W-4 
____ FICA, Medicare, FUTA and SUTA Questionnaire
____ Completed Background Study Authorization 
          (Form must be notarized If you want Elderberry Institute to do a background check)
____ Child Support Disclosure form
____ Authorization Agreement for Direct Deposits
____ Completed Release of Information (if applicable)

____Completed W-5 form, Earned Income Credit (if applicable)
____ 403B Retirement Plan Application or declination of benefit
New Employee Packet completed:

___________________________________
      

Consumer/Caregiver Signature                                          Date
___________________________________      _______________________________

Elderberry Institute  Signature                                            Date

__________________________________       ________________________________

Employee Signature                                                           Date
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