easyHgntglL(L E» Refference Guide
New Hire Forms

When you hire a new employee, you should collect all of the forms listed below and complete
them per the instructions.

IMPORTANT: If the employee is working in a state other than Colorado, contact Easytrack Payroll. There
could be additional forms required in that state and/or locality.

NEW HIRE FORMS TO COMPLETE:

1. W-4 Form
a. Employee to complete
b. Store in employee’s HR file for your records

* Note - if the employee wishes to have different withholding for Colorado than Federal, they
will need to complete a separate W-4, write “Colorado” across the top, and complete the Form
indicating how they want taxes withheld for Colorado.

2. I-9
a. Employee to complete 15t page
b. Employer to complete 2" page
c. Get photocopies of ID(s) that are used. This is optional, but recommended
d. Store in your HR file for your records

3. Direct Deposit Enrollment Form

a. Employee to complete if they want direct deposit

b. Have employee attach voided check to verify the correct routing and bank account numbers
(If no voided check, have employee get a direct deposit form from their bank.)

c. Store in employee’s HR file for your records

4. Emergency Contact Form

a. Employee to complete
b. Store in employee’s HR file for your records

5. CO Pregnant Workers Fairness Act Notice

a. Provide to employee
b. Employee to sign 2" page and return to employer
c. Store in employee’s HR file for your records
6. Health Insurance Coverage Notice
a. If you are NOT providing health insurance, you would need to provide the notice saying so

i. Download this Health Insurance Coverage Notice

ii. Complete the 2" page and provide to employee
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https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://192dd713-88ee-4fc1-a5f7-f12a975cc6b9.filesusr.com/ugd/bed0c9_b65155fd73584426b15950621c8ec8a9.pdf
https://192dd713-88ee-4fc1-a5f7-f12a975cc6b9.filesusr.com/ugd/bed0c9_b65155fd73584426b15950621c8ec8a9.pdf
https://192dd713-88ee-4fc1-a5f7-f12a975cc6b9.filesusr.com/ugd/bed0c9_c429b4671bf0406593bca16fe8857cf8.pdf
https://192dd713-88ee-4fc1-a5f7-f12a975cc6b9.filesusr.com/ugd/bed0c9_c429b4671bf0406593bca16fe8857cf8.pdf
https://192dd713-88ee-4fc1-a5f7-f12a975cc6b9.filesusr.com/ugd/bed0c9_d6e0ac778c5d42259c22c99c60f090f9.pdf
https://192dd713-88ee-4fc1-a5f7-f12a975cc6b9.filesusr.com/ugd/bed0c9_d6e0ac778c5d42259c22c99c60f090f9.pdf
https://www.dol.gov/sites/dolgov/files/ebsa/laws-and-regulations/laws/affordable-care-act/for-employers-and-advisers/model-notice-for-employers-who-do-not-offer-a-health-plan.pdf
https://www.dol.gov/sites/dolgov/files/ebsa/laws-and-regulations/laws/affordable-care-act/for-employers-and-advisers/model-notice-for-employers-who-do-not-offer-a-health-plan.pdf
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b. If you ARE providing health insurance

i. Download this Health Insurance Coverage Notice

ii. Complete the 2" page
iii. Complete 3™ page - If you need help, contact your broker
iv. Provide to employee

e Note: Even if the particular employee is not eligible for health insurance
coverage under the plan, you need to provide this notice to them. It
describes the details of your plan, and if/when they may become eligible to
participate in the future.

6/3/2021 Updated 2021-06-03 Page 2 of 2


https://www.dol.gov/sites/dolgov/files/ebsa/laws-and-regulations/laws/affordable-care-act/for-employers-and-advisers/model-notice-for-employers-who-offer-a-health-plan-to-some-or-all-employees.pdf

