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NEW ACCOUNT -- EMPLOYER SET UP FORM

Common Name (DBA?):  











Legal Name:












Type of Company (circle one):      sole prop
     corp.     LLC     Non-Profit    Other:  



Owner Name:  











Contact Person/Title:  










Address:













Telephone:





Facsimile: 





E-Mail:  




  
Web Site:  





Pay Frequency (circle one):        weekly        biweekly           semi-monthly        monthly

Pay Period:






Pay Day (check date):



Federal ID#: 





State ID#:





SUI Rate: 


     ETT Rate:


Approx. # of Employees:  


Check # to start with:  




Additional services (circle):    •  labor distribution (please provide depts)      •  Workman’s Comp

•  tax  deposit management
•  EFTPS
•  Direct Deposit
•  Vacation/Sick Accrual
Please:
1.  attach voided check for payroll and taxes   2. depts/vac/other: use additional sheets if necessary
3.  include all tax returns and payroll records from previous quarters (if set up is mid-year)

4.  include all employee earnings and deductions from previous quarters (if set up is mid-year)


5.  if we are managing your tax deposits, preprinted coupons 
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