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New Client Payroll Conversion Checklist

Our goal is to make your transition as easy and accurate as possible. This checklist is used to ensure that we deliver a perfect first payroll, so please adhere to it closely. In order to begin processing your payroll, please have the following items ready.

1. Voided Check from your payroll account

2. Employee Information (W4)

a. Name

b. Address

c. Social Security Number

d. Filing Status

e. Rates of Pay

3. Any correspondence from the IRS with your Fed ID pre-printed (i.e. welcome letter, 8109 coupon, SS-4, penalty notice, etc.)

4. Any correspondence from the state Department of Revenue with your # pre-printed or Withholding Application
5. Any correspondence from the state Employment Security Commission with your # pre-printed or Unemployment Application

6. Year to Date wage history for company and each employee

7. A copy of every payroll for the current quarter

8. A record of all payroll tax deposits made YTD (Federal, State, SUI, FUTA)

Thank you for your accurate and timely information. If you have any questions, please contact me:
Michael Weiss
Business Consultant


Overland Park, KS 66213

office 913.302.6802
michaelweiss3@yahoo.com
