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New Client Check List for ____________________



















Company Name

Required for acceptance

______

Completed Schedule E with signed original documentation needed
A. 8655 reporting agent authorization

B. State forms for filing withholding and State unemployment
C. Go over collection of back taxes

______

Copy of a Federal form (IRS Form showing legal name and EIN)

_______ 
Price agreement 

Required to Run Payroll

​​​​______

Voided or copy of check from ALL bank accounts to be used

 


___Bank Authorization for all accounts
______

Complete employee addresses and withholding information (including current yr terms)




___ Direct Deposit forms or listing 





___ Scheduled deductions

______

Copies of closed quarter returns for the current year

                     
(941 and any state quarterlies)





Quarterlies needed (Circle)

1st 

2nd

3rd

4th
______

Current open quarter payroll registers and tax reports





Quarter needed (Circle)


1st 

2nd

3rd

4th
______

Client year to date totals per quarter by employee for all payroll data in the current year
______

Copies of quarterlies for the Federal frequency look back period




Quarterlies needed (Circle)

1st 

2nd

3rd

4th
Required for optional services

______   
 Copy of clients Chart of Accounts for GL 

______   
 The pension form and the deferral and loan information needed for each employee 

______   
 Copy of Time off Accrual policy with employee balances

______

 Schedule T for time clocks 

______

 Trust service agreement 
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