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o Required paperwork
o Optional paperwork
o Tips for completing paperwork

Required Paperwork

O
o Depends on Status of Employee
x Fulltime Employee
x Part-time Employee
x Temporary Employee




Required Paperwork for Fulltime Employees

@)
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o W-4s (State and Federal)

o IMRF

o New Hire Reporting for Illinois Child Support Enforcement
o Benefit forms
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Required Paperwork for Part-time Employees

@)
@)
oI-9
c W-4s (State and Federal)

o IMRF (depends on number of hours)
o New Hire Reporting for Illinois Child Support Enforcement
o Benefit forms (depends on eligibility)

Required Paperwork for Temporary Employees

e
(@)
olg
o W-4s (State and Federal)

o IMRF (depends on number of hours)
o New Hire Reporting for Illinois Child Support Enforcement
o Benefit forms (depends on eligibility)




I-9 Form
O
» Employment eligibility form
o g%rm is used to make sure employees hired are eligible to work in the

Must have verification portion filled out within three

business days of employee beginning work, but section

with employee information filled out at start of

employment

o Complete when employment begins if worker is hired for working
less than 3 days

Cannot specify which documents verify eligibility

Should not copy driver’s license or social security card

and keep copy in employee file

o Privacy concerns

o Keep I-9 forms separate from employee files
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I-9 Form (Cont’d)
. O
o Reverification

o Reverify on or before work authorization expiration date listed
in section 1 of the form
o Update or reverify if:
x Employee’s name changed
x Employee rehired within three years of date form completed and
employee is authorized to work on the same basis as was indicated
before (updating)
x Employee rehired within 3 years when form was completed and
work authorization expired or current work authorization is about
to expire (reverifying)

e Fill-in form available at

http://www.uscis.gov/files/form/I-9.pdf
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W-4s (State and Federal)
— O
¢ Withholdings for tax purposes
o Employee should fill out on the first day of work

e Do not give any advice about filling out the form

o Can get yourself and your employer in trouble if considered
giving tax advice

¢ Employees can update these when their withholding
allowances increase (State)

o If the number of previously claimed allowances
decreases, employee must file a new IL-W-4
form within 10 days
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IMRF Forms
- @)
e Checklist for enrollment found on www.imrf.org
0 600 or 1000 hour enrollment requirement
e Enroll employees online at
https://www.imrf.org/employeraccessv2/employer
access.html

o In addition to wage reporting, employers with internet access
are required to submit member enroliments, terminations,
wage adjustments, and member information changes online
through your Employer Access account.
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New Hire Reporting
®)

The Child Support Enforcement P Mﬂeﬁ s children and fapmilies by locatin;
non—ﬂ‘l‘ﬁor%iaw?pgmms, &nahﬁs in?&a!emﬂy and establishing and enforcing cl iidg
support ordef
Neyw hire reporting is the most successful means for locating parents, establishing
orders and collecting ch;_lf_ suiﬁon. Through new hire reporfing, employers provide
N
[

timely information regal he employment of non-custodial parents, which
resu!(sin faster collection of child suppor‘laml, rollment of child d d
medical insurance coverage. Income withholding is the single most effective and
consistent collection method. i

Employers are required to report all new employees within 20 calendar days of their
stalg date. Emlgleg_\tls are reqp&rea to rexgn?Fﬂﬁ-etsime employees; Part-time
employees; Temp? ry employees; and Any employee returning to work who has
been off the payrol lr?or 180 days or more within the same company due to a:

Lay-off,

Furlough,

Medical leave,

Leave of absence, or

Separation from work.

Reporting Information

How to report

Penalty — up to $15 for each employee not reported
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TIDCST: Mew Hire Rapotting Home - Moaita Firafax

Ilinois
Child Support
Enforcement

Income Withholding Address
603 High Pci-t Lane
t Peoria [L 61611 East Peoria IL 61611 Change

PN

Hew Hire Repoiting Home

£ Recort New Hires—Manually
€ Recort New bires—File Lploat

: © Regort End of Emoloyment—Manually

(=} Becorted Emclovess (repert re-hires)
. 8 Yorlnquries




Optional Paperwork

(@)

¢ Employee Data Sheet

¢ New Employee Information Form
¢ Payroll Direct Deposit Form
¢ Employee Orientation Checklist
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Tips for Completing Paperwork
e

o Make a checklist of all Oﬁl‘é paperwork required
e Remember deadlines

o maybe include deadlines on list of paperwork

o Betteryet, get all of the paperwork completed right away!
o Make sure you have updated forms

o Better yet, complete as much paperwork online as possible

Questions?
O

o You can contact me at

Morgan R. Cadwalader

600 High Point Lane

East Peoria, IL 61611

Phone: 309-694-9200 ext. 2105

Email: mcadwalader@alliancelibrarysystem.com

o Next Personnel Management Seminar is on Tuesday, March 2,
2010 at 10:00 a.m. in OPAL. We will be discussing Conducting
On-The-Job Training and Orientation.

o Held the first Tuesday of every month in OPAL 8 i g .




