
NEW CLIENT CHECKLIST

New payroll client checklist
Client name Date

Everything we need to set up and run your payroll.

Always needed

If applicable

If you are switching from another payroll provider

How to send these

Upload them through your secure client portal.
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Signed engagement letter or service agreement

A voided check for the account payroll will be drawn from

A completed employee enrollment form for each employee

ACH authorization form for the monthly service payment

ACH clearinghouse authorization, signed

Formation documents: Articles of Incorporation (corporation) or Articles of Organization and Operating

Agreement (LLC)

IRS EIN notice (CP575), or Letter 147C if the original is lost

For each owner: full name, Social Security number, address, phone, email, and a copy of driver's license

State unemployment agency power of attorney

Payroll reports already run this year

This year's quarterly payroll tax reports

Contact details for your previous payroll provider, for the handoff


