
    Lucas County           

PAYROLL CHECKLIST 
(Forward to the County Payroll Department for Processing)

Agency HR/Payroll Authorization Signature: ______________________________Date: ________________  

Phone Number: _______________________ 

Payroll Checklist, Rev. 5, 4/20/2011 RH 

From (Department): _______________________ To: Lucas County Payroll

Employee Name: _________________  Employee ID #: _________   Payroll Effective Date:__________ 
                      (please print) 
Check Boxes Below If Applicable: 
   
     

Deduction Instructions 

  Direct Deposit  Attach Direct Deposit Form 

  United Way  Attach Enrollment Form (New Hire / Rehire)

  Ohio College Advantage 529 Savings Plan  Attach Enrollment Form www.collegeadvantage.com

  Lucas County Real Estate Taxes Contact the Lucas County Auditor's Payroll
Department at 213.4334 

  Federal Tax Withholdings  Attach Federal Form W-4           www.irs.gov

State of Ohio Tax Withholding www.ohio.gov/tax 

 Non-Ohio Residents www.ohio.gov/tax 

  Change of Home Address  Attach Form IT-4 NR or IT-4 (Cannot be a P.O. Box)

 Change of Physical Work Location 
 (may be due to position change)  

Effective Date: ________________  
Work Location Street Address _____________________

Union Dues Deduction    Start  

 Stop  

 Change  

 Replace  

Union Deduction Code: ______________ 
Extra Union Dues:         ______________ 
Start Date:                     ______________ 
Stop Date:                     ______________ 

Other Deduction           Add              

 Change        

 Stop  

Deduction Code:            ______________ 
 

 Name Change  Attach SS Card or Letter from SS Administration. 

Attach Ohio Form IT-4          

Attach Form IT-4 NR or IT- 4        

New Hire Rehire Transfer (New Pay Group)
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Phone Number: _______________________ 
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Deduction 
Instructions 

     Direct Deposit   
Attach Direct Deposit Form 

     United Way   
Attach Enrollment Form (New Hire / Rehire)

     Ohio College Advantage 529 Savings Plan   
Attach Enrollment Form 
www.collegeadvantage.com

     Lucas County Real Estate Taxes   
Contact the Lucas County Auditor's Payroll 
Department at 213.4334 

     Federal Tax Withholdings   
Attach Federal Form W-4           
www.irs.gov
State of Ohio Tax Withholding
www.ohio.gov/tax 
 Non-Ohio Residents 
www.ohio.gov/tax 

     Change of Home Address   
Attach Form IT-4 NR or IT-4 (Cannot be a P.O. Box)
 Change of Physical Work Location
 (may be due to position change)  
Effective Date: ________________ 
Work Location Street Address _____________________
Union Dues Deduction   

    Start   

    Stop   

    Change   

    Replace   
Union Deduction Code: ______________Extra Union Dues:         ______________Start Date:                     ______________Stop Date:                     ______________ 
Other Deduction         

     Add               

    Change         

    Stop   
Deduction Code:            ______________  
 Name Change  
Attach SS Card or Letter from SS Administration. 
Attach Ohio Form IT-4          
Attach Form IT-4 NR or IT- 4        
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