
 
 
 
 
 
 

  
20500 Eureka Rd, Suite 112, Taylor, MI 48180 | Phone: 877.729.3181 | info@PASSelfDirection.com | www.PASSelfDirection.com 

 PAS DCP CLS Wayne/DWIHN Checklist: Rev 06.25 

DIRECT CARE PROFESSIONAL 
CLS WAYNE/DWIHN 

ENROLLMENT CHECKLIST 

 
 
 

DOCUMENT 
REQUIRED / 

OPTIONAL 
Application Process and Training Requirements Information 

Enrollment Information Required 

Relationship Attestation Required 

References Required 

Background Waiver Required 

Payroll Authorization Required 

Wisely Cardholder Agreement Information 

Orientation Form Required 

Authorization and Release to Obtain Information Required 

Acknowledgement of Training Requirements Required 

CLS Training Instructions Information 

MI: DHS-1929, Central Registry Clearance Request Required 

IRS: I-9, Employment Eligibility Verification Required 

IRS: W-4, Employee Withholding Certificate Required 

MI: W-4, Employee’s Michigan Withholding Exemption Required 

MI: State of Michigan New Hire Reporting Required 

 
 
 
 
 
Note: 
Please ensure all REQUIRED documents are filled out accurately before submitting them for processing. 
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 PAS DCP Application Process and Training Requirements-V3 Rev: 05.25 

DIRECT CARE PROFESSIONAL 
APPLICATION PROCESS AND 
TRAINING REQUIREMENTS 

 
1. Complete and Submit Application Packet 

2. Submit a copy of your: 
a. Driver License (address must match both on Driver’s License/ID & on application) 
b. Social Security Card (name must match both on Driver’s License/ID & on Social Security Card) 

3. Complete & Submit all Training Requirements 

a. CPR/First Aid: In-Person (Two part: Materials and Hands-On)* 
Every two years, rotating with CPR/First Aid: Online www.myclstraining.com  

b. Infection Control/Universal Precautions (every two years) www.dwctraining.com 
c. Emergency Preparedness (every two years)  www.dwctraining.com 
d. Recipient Rights (Annually)  www.dwctraining.com 
e. Recipient Rights New Hire Training  

Two Hour Virtual (One Time Only) Contact PAS 
Contact PAS/Human Resources to schedule date and time 

4. Once all training requirements are completed, PAS will send the Employment Agreement to the 
Participant/Employer/Legal Representative to review, sign & return to PAS. 

5. Contact Supports Coordinator to complete IPOS Training Log (Individual Plan of Service Training) and 
Back-Up Plan. A copy of completion for each to be sent to PAS. 

a. PAS will send the signed Employment Agreement to CLS/Detroit Wayne for approval 
b. CLS/Detroit Wayne will then inform PAS of an authorized Date of Hire  

6. Direct Hire to receive an email from “CareWhen@assuricare” to include USERNAME, PASSWORD & LINK 
to allow access to CareWhen Attendance Tracking System 

a. Install the CareWhen Attendance System App for Mobile Caregivers 
b. Complete a test (see step by step instructions) & allow for “Location” for GPS 

7. Forms are sent to the employer’s address and are also available on our website: PASselfdirection.com 
a. Employer Pay Authorization (EPA): employer & employee to sign & fax every 2weeks/end of pay 

period (billing department fax # is on every form) 
b. Attendance Incident Report (AIR): use sparingly & only when unable to use CareWhen due to 

technical issues (see troubleshooting) 
8. Questions regarding hours or pay, please contact our Billing Department. 

 

 
 

 
 

 
 

 
*See next page for detail on CPR/First Aid: In-Person Training  

mailto:info@PASSelfDirection.com
http://www.passelfdirection.com/
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PAS DCP Information: Rev 05.25 

DIRECT CARE PROFESSIONAL 
INFORMATION 

PARTICIPANT INFORMATION 
Full Legal Name 
Full Name (First, Middle Initial, Last): 

Participant Program: Support Coordinator Name: 

Address: 

City:  State: Zip: 

Phone #: Email Address: 

Legal or Authorized Representative Name (if applicable): 

DIRECT CARE PROFESSIONAL INFORMATION 
Full Name (First, Middle Initial, Last):  

Physical Address:  

City:  State: Zip: 

Mailing Address (if different than physical address): 

City:   State: Zip: 

Home Phone # (optional):  Mobile Phone #:  

Email Address:  

Date of Birth:  Social Security Number:  

Driver’s License/State ID #:   Driver's License/State ID Expiration Date: 

REQUIREMENT STATEMENTS 
I understand that prior to starting work, I must pass a Criminal Background Check. A Criminal Background Check 
will be completed every 2 years following my start date. If during any Criminal Background Check, disqualifying 
convictions are found, I understand I will be terminated from providing services to the participant listed in this 
agreement. 

I understand that prior to receiving a start date, I must complete the required trainings and submit training 
verification. 

(continued on next page) 
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20500 Eureka Rd, Suite 112, Taylor, MI 48180 | Phone: 877.729.3181 | info@PASSelfDirection.com | www.PASSelfDirection.com 

PAS DCP Information: Rev 05.25 

DIRECT CARE PROFESSIONAL 
INFORMATION 

REQUIREMENT STATEMENTS (continued) 

I understand that I must provide two references that will be contacted as part of the onboarding process. Failure 
to provide reference checks will delay my start date. If my references are unresponsive or do not provide a 
reference, I understand that I will not receive a start date. 
I understand that I may not begin providing services or submitting time until I receive a start date. I understand 
that any time worked before my official start date will not be reimbursed.  

I understand that I can only be paid for budgeted and authorized weekly hours. 

I understand that I will not be paid for hours not submitted, not approved by my employer, or hours that are 
unauthorized.  

I understand that my employer may provide employer specific training. 

I understand that PAS (Personal Accounting Services) is not my employer and the individual or legal 
representative I support is my employer.  

By signing below, I attest to my understanding of the above statements and certify that all information provided 
is true and accurate to the best of my knowledge. 

Direct Care Professional Signature: Date: 

Participant/Employer Signature:  Date: 
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PAS DCP Relationship Attestation: Rev 05.25 

DIRECT CARE PROFESSIONAL 
RELATIONSHIP ATTESTATION 

SECTION 1 
Participant 
Full Name (First, Middle Initial, Last): 

Direct Care Professional 
Full Name (First, Middle Initial, Last): 

SECTION 2 
Are you under the age of 21 or will turn 21 this year? 

Yes: I am under the age of 21 or will be turning 21 this year. 

No: I am not under the age of 21. 

SECTION 3 (Please select your legal relationship to the participant) 
Parent *± Spouse*± Daughter/Son Under 21± Daughter/Son Over 21 

Sibling/Ex-Spouse Friend/Neighbor Grandchild Domestic Partner 

Stepchild Grandparent Stepparent Daughter/Son-in-Law 

VA Programs No Relationship 

By signing below, you certify that the information on this form is accurate and that you have all supporting 
documentation that may be needed to verify your selection. Please be aware that if any changes occur in the 
relationship you are required to complete a new form and submit the new form to PAS (Personal Accounting 
Services, Inc). 

Direct Care Professional Signature: Date: 

Participant/Employer Signature:  Date: 

Both the Direct Care Professional (Employee) and the Participant (Employer) or the Employer’s representative 
(Legal Guardian or POA), must sign and date the above to be considered completed in full.  

You are exempt from payroll taxes for 
unemployment insurance (SUTA) due to your 
relationship with the participant/employer 
and current legislation. If your employment 
with the participant/employer is terminated, 
you will not receive unemployment benefits. 

You are exempt from payroll taxes for Social 
Security and Medicare (FICA), (FUTA), it 
means you are not earning Social Security 
work credits. Due to your relationship with 
the participant/employer and current 
legislation. 

* ± 
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PAS DCP Reference Form: Rev 05.25 

DIRECT CARE PROFESSIONAL 
REFERENCE FORM 

Participant 
Full Name (First, Middle Initial, Last): 

APPLICANT INFORMATION 
Full Name (First, Middle Initial, Last): 

REFERENCE INFORMATION 

Reference 1 Reference 2 

Contact Name: Contact Name: 

Phone: Phone: 

Email: Email: 

Reference 1 Comments Reference 2 Comments 
How do you know this applicant? How do you know this applicant? 

How long have you known this applicant? How long have you known this applicant? 

Would you recommend this applicant for 
employment? 

Would you recommend this applicant for 
employment? 

mailto:info@PASSelfDirection.com
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  SD EMPLOYEE BACKGROUND WAIVER

V.1 July 2022

Date: ________________ 

DWIHN Member: ________________________________________ Member ID: ___________________ 

Legal Representative (if applicable): _________________________________________________ 

    Email Address: ________________________________ Telephone #: _______________________ 

CRSP: __________________________________    Support Coordinator: __________________________ 

Fiscal Management Service: _______________________________________________________________ 

DIRECT CARE WORKER: ____________________________________________ D.0.B._________________ 

DH Email Address: ____________________________ DH Phone #: ________________________ 

BACKGROUND CHECK WAIVER 

By reviewing and signing below, I (person receiving Behavioral Health Services and/or their legal 
representative) will assume all risks of this decision and agree to hold DWIHN and the affiliates harmless from 
any and all liabilities, claims, costs, expenses related to any loss, damage or injury that may arise out of 
employing ___________________________ as a Direct Care Worker.  

1. I understand that I have the right to choose and hire staff of my choice to assist me.
2. I am aware that a detailed Criminal Background Check is required of all prospective workers

before hire and then annually thereafter.  An example would be ICHAT (Internet Criminal
History Access Tool-free to Non-Profits- State of Michigan only) www.michigan.gov/ichat.

3. I have been informed that my potential Direct Care Worker has activities listed that are not on
the Federal exclusion list (https://oig.hhs.gov/exclusions/background.asp) which allows them
to be employed as long as a waiver is signed.

4. I have considered the information in choosing to hire ____________________ as my Direct
Care Worker.

________________________________________________________________________________________ 

Member or Legal Representative        Date 

__________________________________________________________________________________________ 

Employee/Direct Hire/Staff person       Date 

Personal Accounting Services

https://urldefense.proofpoint.com/v2/url?u=http-3A__www.michigan.gov_ichat&d=DwMFaQ&c=LFKLL4zDS98hXhqGXAbcKw&r=7Yd_-EThD9RKLmR7szMRaVam59B7rq9ki3XpUr-a51o&m=I9reEvv-g5KJsFJF3YE8ZyVHU8nihWyO9PQuGAYoOk8fenO7i_qA_qAPypifJ12M&s=ibs8WDEFZPcGcpKmw_PY7gpdOqFuKme2bTlbZXE33WI&e=
https://oig.hhs.gov/exclusions/background.asp
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PAS Payroll Authorization Form: Rev 05.25 

PAYROLL AUTHORIZATION FORM 

Instructions: Please fill out the information, as applicable, then select the appropriate box below. After  
entering the Financial Institution information, please attach the required documentation as listed. Review 
the Authorization to Set-Up then sign and date. Please submit the completed form to PAS via one of the 
following options:  

Mail or Drop-Off Email Fax 
20500 Eureka Rd, Suite 112 HR@PASselfdirection.com 734.206.1433 
Taylor, MI 48180 

PARTICIPANT 
Full Name (First, Middle Initial, Last): 

DIRECT CARE PROFESSIONAL / VENDOR 
Full Name (First, Middle Initial, Last): 

Effective Date:  Last Four Digits of SSN/Vendor EIN: 

Participant Program:  

Check One Box Only: New DD Set-Up New Paycard Set-Up 

Name of Financial Institution: 

Type of Account: Checking Savings Percentage:  % 

FOR CHECKING ACCOUNT: Tape a voided check here.
No starter checks or deposit slips. 

FOR SAVINGS ACCOUNT: Attach letter from bank with routing 
and account numbers. Letter must be typed on bank’s letterhead. 

(continued on next page) 
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 PAS Payroll Authorization Form: Rev 05.25 

 
PAYROLL AUTHORIZATION FORM 

(If there is a second Financial Institution) 

Name of Financial Institution:   

Type of Account: Checking Savings Percentage:   % 

 

 

 
FOR CHECKING ACCOUNT: Upload a picture of a voided check.  
No starter checks or deposit slips. 

 

FOR SAVINGS ACCOUNT: Upload a picture of a letter from bank 
with routing and account numbers. Letter must be typed on bank’s 
letterhead. 

 

 

 

 

AUTHORIZATION FOR SET-UP 
I hereby authorize PAS (Personal Accounting Services, LLC) to deposit any amount owed to me for 
wages and/or reimbursements. PAS is not responsible for any erroneous information provided. Also, I 
grant PAS permission to correct and/or adjust any electronic funds transfer resulting from an erroneous 
overpayment by debiting my account. This authorization is to remain in full force and effect until PAS 
receives written notification from me to terminate the agreement. 

I hereby elect and consent to receive my wages to a paycard by electronic transfer. I also grant PAS 
(Personal Accounting Services, LLC) permission to correct and/or adjust any electronic funds transfer 
resulting from an erroneous overpayment by debiting my account. I acknowledge I have received a 
copy of the terms, conditions, and fees associated with using the aforementioned paycard. This 
authorization is to remain in full force and effect until PAS receives written notification from me to 
terminate the agreement. 

 
Signature:   Date:   

Paycard Number: 
For office use only. 
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 PAS DCP Wisely Overview: Rev 05.25 

DIRECT CARE PROFESSIONAL 
WISELY CARDHOLDER AGREEMENT 

If you choose to receive your payment through a paycard, you will be issued a card through Wisely.  

Please see below for a brief overview of any related fees to using the card. The complete cardholder  
agreement can be found here: tinyurl.com/wiselyeng 
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 PAS DCP Wisely Overview: Rev 05.25 

DIRECT CARE PROFESSIONAL 
WISELY CARDHOLDER AGREEMENT 

 
Si elige recibir su pago a través de una tarjeta de pago, se le emitirá una tarjeta a través de Wisely. 

A continuación, se ofrece una breve descripción de las comisiones relacionadas con el uso de la tarjeta. El 
acuerdo completo del titular de la tarjeta se encuentra aquí: tinyurl.com/wiselyspn 

mailto:info@PASSelfDirection.com
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 PAS DCP Orientation: Rev 05.25 

DIRECT CARE PROFESSIONAL 
ORIENTATION 

Participant 
Full Name (First, Middle Initial, Last):   

Direct Care Professional 
Full Name (First, Middle Initial, Last):   

REVIEW 
1. Employment Application 
2. Direct Care Professional Relationship Attestation 
3. Employment Agreement: Participant is the Employer 
4. Medicaid Provider Agreement: PAS bills the insurance to pay the Employee 
5. Training Acknowledgement of Required Trainings & Documentation 
6. Mileage Reimbursement Requirements/Only if Authorized: Must have current Auto Insurance & 

Registration on file 
7. We can not make payment without active authorization or above the authorized amount. Never work 

before a start date is provided.  
8. For billing questions regarding a payment you received, please call: 734.729.3100 Prompt 3 

For payroll questions regarding a missed payment, please call: 734.729.3100 Prompt 4 
9. Employee Start Date:   

Determined by completion of requirements and agency approval/active authorizations 
10. Pay Period Schedule 
11. Billing Forms: Provided on initial hire; also located on website at: PASselfdirection.com 

a. EPA - Employer Pay Authorization: Backup documentation for time worked and logged in 
Assuricare CareWhen 

b. AIR - Attendance Incident Report: Limitations Apply: Must be submitted within 48 hours of the 
attendance incident. Failure to provide documentation timely may result in payment delay. 

c. PVN - Progress Note: Restrictions Apply 
12. Assuricare CareWhen Attendance System (free APP) with GPS.  

Your enrollment specialist will ensure you are able to clock in successfully for the first time. We are 
available to help over Teams, Zoom, our office, or by phone. If you have additional questions about EVV, 
contact our dedicated EVV team at: 734.729.3100 Prompt 2 

a. Assuricare CareWhen is a free mobile app 
b. Step by Step Instructions will be provided to you 

13. PAS Contact List 
14. Overview of Program Rules and Requirements 
15. Reporting of Incident(s): Medicaid Fraud/ Accident/ Hospital/ Protective Services/ Recipient Rights 
16. False Claim Act (FCA) 

By signing below: 
I acknowledge that I have reviewed and received a copy of the above information. 
I understand the requirements as provided to me. 
I will not hold PAS responsible for hours worked that have not been submitted, approved by my employer, or 
that are unauthorized. 

Direct Care Professional Signature:   Date:   

Participant/Employer Signature:   Date:   

mailto:info@PASSelfDirection.com
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PAS Authorization and Release to Obtain Information: Rev 05.25 

AUTHORIZATION AND RELEASE 
TO OBTAIN INFORMATION 

As part of our hiring background and investigation process, we may obtain, where permitted, one or more 
reports and other information about you, including your background, employment history, academic and/or 
professional credentials, military services, credit history, if any. An investigative consumer report may include 
information about your character, general reputation, personal characteristics and living arrangements. This also 
may include contacts of all listed prior employers to verify your employment history. In addition, if your 
employment falls under the federal Motor Carrier Safety Administration (FMCSA), Including 49 CFR §391.23, the 
report could include your driving, safety inspection and performance history from the FMCSA. 

I hereby authorize you to release the following information to Personal Accounting Services, Inc. or its 
subcontractor(s) for purposes of investigation as required by Section 391.23 of the Federal Motor Carrier Safety 
Regulations and the disclosure requirements under the Fair Credit Reporting Act for employment purposes. You 
are released from any and all liability that may result from furnishing such information. 

1. In accordance with the provisions of Section 604 and 607 of the Fair Credit Reporting Act P.L. 91-508, I,
Personal Accounting Services, Inc. or its subcontractor(s), hereby certifies that the information requested
below will be used for “permissible purposes” a defined in the Act, and that the information received will
be used for no other purpose.

2. I, Personal Accounting Services, Inc. or its subcontractor(s), further certify that if the applicant name
below is denied employment based upon the information received, I, Personal Accounting Services, Inc.
or its subcontractor(s), will identify the source of the report in accordance with Section 615(a) of the Fair
Credit reporting Act.

I ,  , in regards to my employment as a Support Staff/Direct Hire 
Employee give permission to Personal Accounting Services, Inc. and its subcontractor(s) on behalf of my 
employer to verify information given on my application for employment and do hereby release and hold 
harmless my past and prospective employer, Personal Accounting Services, Inc. its subcontractor(s), Michigan 
State Police, United States government, Office of Inspector General (OIG), Internet Criminal History Access 
(ICHAT), System for Award Management (SAM), or Insurance Information Exchange (iiX) and its agents from 
liability or claims and authorize to release and disclose any and all information to my prospective employer, 
contracting Integrated Care Organizations, Manage Care Provider Network, Waiver Agencies my criminal history 
information. 

Full Name (First, Middle Initial, Last): 

Race: American Indian or Alaska Native Asian 

Black or African American Hispanic or Latino 

Native Hawaiian or Other Pacific Islander White 

Direct Care Professional Signature: Date: 
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 PAS DCP CLS DW Acknowledgement of Training Requirements: Rev 05.25 

DIRECT CARE PROFESSIONAL 
CLS DW ACKNOWLEDGEMENT OF 

TRAINING REQUIREMENTS 
 

REQUIREMENTS – PART 1 
1. Michigan Driver’s License:  

a. Address must match address on Employment Application 
b. A current copy must be on file at all times 

2. Universal Precautions/Bloodborne Pathogens/Infection Control 
a. www.dwctraining.com: Update every two years 

3. CPR/First Aid 
a. www.myclstraining.com: Register yourself for an in-person training class 

You are responsible for submitting a copy of your training certificate to have on record 
4. Annual IPOS: Individual Plan of Service with signature 

a. Contact your Agency’s Supports Coordinator 
5. Recipient Rights Annual Training: Update every year 

a. www.dwctraining.com: Required to submit a copy to PAS 
6. Emergency Preparedness: Update every two years 

a. www.dwctraining: Required to submit a copy to PAS 

REQUIREMENTS – PART 2 (Must complete Part 1 before proceeding) 
1. Recipient Rights New Hire Training 

• Contact PAS: 734.729.3100 to get registered for the required virtual training (must be registered 
before a Date of Hire is approved). 

• Once a Date of Hire is approved, training must be completed and passed within 30 days of the 
Date of Hire. 

• If not completed with a passing score within the 30 days of Date of Hire, the direct hire is then 
removed from the schedule, set to an in-active status (temporarily) until the required training is 
completed and passed. 

• An email address is required 

DIRECT CARE PROFESSIONAL (EMPLOYEE) ACKNOWLEDGEMENT 
By signing below, I acknowledge that I have been informed that prior to any payroll being processed by 
Personal Accounting Services, I must meet all training requirements set forth by CLS/Detroit Wayne.  

My Employer also has the right to add additional training requirements. 

After the training is complete, it is my responsibility to return proof of such to (PAS) Personal Accounting Services 
before any payroll will be processed. Fax all copies to: 734.206.1433 

Direct Care Professional/Employee 

Full Name (First, Middle Initial, Last):   

Signature:   Date:   
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 PAS DCP CLS Training Instructions: Rev. 06.25 

DIRECT CARE PROFESSIONAL 
CLS TRAINING INSTRUCTIONS 

CPR/First Aid: In-Person Training is provided by: 
Community Living Services 
35425 Michigan Ave. W., Suite #3693 
Wayne, MI 48184 

 
 
First Aid:  Providing services for an adult (over the age of 18 years) 
 Contact: Cynthia Whisler: 734.722.4595 
 
 
CPR/First Aid: Providing services for a child (the age of 18 years and under) 
 Register at: www.myclstraining.com 
 This is a two-part training 
 

Part 1: Red Cross Training 
• 2 ½ hours online 
• Complete at your own page 
• Must use a computer or tablet with an internet connection (no phones) 
• When completed, must print or save digitally your “Proceed to Skills” certificate 
• Your paper or digital certificate from Part 1: Red Cross must be presented to the instructor 

the morning of your Part 2: In-Person Skills training. 
• You will not be able attend without your Part 1 certificate 

 
Part 2: In-Person Skills 
• Must complete and pass within 90 days of completing Part 1: Red Cross Training 
• Bring Part 1 Certificate 
• Must wear a mask 
• Must be on time 
• Location: Community Living Services 

  35425 Michigan Ave W, Suite 3693 (enter building by outside door #3693) 
 Wayne, MI 48184 

 
 

Once Part 1 and Part 2 have been completed, you will receive an email that will include your official Red Cross 
Training Completion Card. A copy of this card is required to have on file with your application. 
 
 

mailto:info@PASSelfDirection.com
http://www.passelfdirection.com/
http://www.myclstraining.com/


DHS-1929, CENTRAL REGISTRY CLEARANCE REQUEST 
Michigan Department of Health and Human Services 

(Revised 5-23) 

COPY PHOTO ID HERE 

OR 

ATTACH A SEPARATE PAGE 

SECTION 1 - INFORMATION ON PERSON BEING CLEARED 

Name, (First, Middle, Last) 

Maiden Name, Aliases, also known as (A.K.A) Social Security Number Date of Birth 

Address City State Zip Code 

Phone Number Email 

D I would like to pick up my results in County (For Michigan Residents Only). 

Signature Required for Individual Being Cleared 

SECTION 2 - REQUESTER INFORMATION 

Check Appropriate Box 
D Employer 
D Volunteer Agency 
D Out-of-State Child Caring Institution 
D Out-of-State Adoption/Foster Care Home Screening 
D Michigan Court/Law Enforcement/Department of Corrections/Prosecuting Attorney 
D Individual Self-Request 

Name of Agency or Organization Name of Requester 

Date 

Address City State Zip Code 

Email Fax 

DHS-1929 (Rev. 5-23) Previous edition obsolete. 1 

Phone Number 

Personal Accounting Services

Taylor MI 4818020500 Eureka Road, Suite 112

734.206.1433 x

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight
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Employment Eligibility Verification 
Department of Homeland Security 

U.S. Citizenship and Immigration Services 

USCIS 

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for 
failing to comply with the requirements for completing this form. See below and the Instructions. 

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form I-9. Employers cannot ask 
employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or 
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal. 

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form I-9 no later than the first 
day of employment, but not before accepting a job offer. 

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) Other Last Names Used (if any) 

Address (Street Number and Name) Apt. Number (if any) City or Town State ZIP Code 

Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's Email Address Employee's Telephone Number 

I am aware that federal law 
provides for imprisonment and/or
fines for false statements, or the 
use of false documents, in 
connection with the completion of
this form. I attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or
immigration status, is true and 
correct. 

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.): 

1. A citizen of the United States 

2. A noncitizen national of the United States (See Instructions.)

3. A lawful permanent resident (Enter USCIS or A-Number.)

4. A  authorized to work until (exp. date, if any) 

If you check Item Number 4., enter one of these: 

USCIS A-Number 
OR 

Form I-94 Admission Number 
OR 

Foreign Passport Number and Country of Issuance 

Signature of Employee Today's Date (mm/dd/yyyy) 

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3. 

Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three 
business days after the employee's first day of employment, and must physically examine

documentation from List A OR a combination of documentation from List B and List C. Enter any additional 
documentation in the Additional Information box; see Instructions. 

List A OR List B AND List C 

Document Title 1 

Issuing Authority 

Document Number (if any) 

Expiration Date (if any) 

Document Title 2 (if any) Additional Information 

Issuing Authority 

Document Number (if any) 

Expiration Date (if any) 

Document Title 3 (if any) 

Issuing Authority 

Document Number (if any) 

Expiration Date (if any) 

Certification: I attest, under penalty of perjury, that (1) I have examined the documentation presented by the above-named 
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the 
best of my knowledge, the employee is authorized to work in the United States. 

First Day of Employment 
(mm/dd/yyyy): 

Last Name, First Name and Title of Employer or Authorized Representative Today's Date (mm/dd/yyyy) 

Employer's Business or Organization Name Employer's Business or Organization Address, City or Town, State, ZIP Code 

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4. 
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Form 1-9 
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, or examine consistent with an alternative procedure 

D Check here if you used an alternative procedure authorized by DHS to examine documents. 

Signature of Employer or Authorized Representative 
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LISTS OF ACCEPTABLE DOCUMENTS 
All documents containing an expiration date must be unexpired. 

* Documents extended by the issuing authority are considered unexpired.
Employees may present one selection from List A or a

combination of one selection from List B and one selection from List C.
Examples of many of these documents appear in the Handbook for Employers (M-274). 

LIST A 

Documents that Establish Both Identity 
and Employment Authorization 

OR 

LIST B 

Documents that Establish Identity 

LIST C 

Documents that Establish Employment
Authorization 

AND 

1. U.S. Passport or U.S. Passport Card 1. Driver's license or ID card issued by a State or
outlying possession of the United States
provided it contains a photograph or
information such as name, date of birth,

, height, eye color, and address

1. A Social Security Account Number card,
unless the card includes one of the following
restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

2. Permanent Resident Card or Alien
Registration Receipt Card (Form I-551)

3. Foreign passport that contains a
temporary I-551 stamp or temporary
I-551 printed notation on a machine-
readable immigrant visa

2. ID card issued by federal, state or local
government agencies or entities, provided it
contains a photograph or information such as
name, date of birth, , height, eye color,
and address

4. Employment Authorization Document
that contains a photograph (Form I-766) 2. Certification of report of birth issued by the

Department of State (Forms DS-1350,
FS-545, FS-240)

3. School ID card with a photograph5. For an individual temporarily authorized
to work for a specific employer because
of his or her status or parole:

a. Foreign passport; and

b. Form I-94 or Form I-94A that has
the following:

(1) The same name as the
passport; and

(2) An endorsement of the
individual's status or parole as
long as that period of
endorsement has not yet
expired and the proposed
employment is not in conflict
with any restrictions or
limitations identified on the form.

4. Voter's registration card 3. Original or certified copy of birth certificate
issued by a State, county, municipal
authority, or territory of the United States
bearing an official seal

5. U.S. Military card or draft record

6. Military dependent's ID card

4. Native American tribal document
7. U.S. Coast Guard Merchant Mariner Card

5. U.S. Citizen ID Card (Form I-197)
8. Native American tribal document

6. Identification Card for Use of Resident
Citizen in the United States (Form I-179)9. Driver's license issued by a Canadian

government authority

7. Employment authorization document
issued by the Department of Homeland
Security

For examples, see Section and
Section 1 of the M-274 on
uscis.gov/i-9-central.

The Form I-766, Employment
Authorization Document, is a List A, Item
Number 4. document, not a List C
document.

For persons under age 18 who are 
unable to present a document 

listed above: 

10. School record or report card
6. Passport from the Federated States of

Micronesia (FSM) or the Republic of the
Marshall Islands (RMI) with Form I-94 or
Form I-94A indicating nonimmigrant
admission under the Compact of Free
Association Between the United States
and the FSM or RMI

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

Acceptable Receipts 
May be presented in lieu of a document listed above for a temporary period. 

For receipt validity dates, see the M-274. 

Receipt for a replacement of a lost,
stolen, or damaged List A document.

Form I-94 issued to a lawful
permanent resident that contains an

I-551 stamp and a photograph of the
individual.

Form I-94 with �RE� notation or
refugee stamp issued to a refugee.

OR 
Receipt for a replacement of a lost, stolen, or 
damaged List B document. 

Receipt for a replacement of a lost, stolen, or 
damaged List C document. 

*Refer to the Employment Authorization Extensions page on I-9 Central for more information.
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Supplement A, 
Preparer and/or Translator Certification for Section 1 

Department of Homeland Security 
U.S. Citizenship and Immigration Services 

USCIS 
Form I-9 

Supplement A
OMB No. 1615-0047 
Expires 0 /31/202

Last Name (Family Name) from Section 1. First Name (Given Name) from Section 1. Middle initial (if any) from Section 1. 

Instructions: This supplement must be completed by any preparer and/or translator who assists an employee in completing Section 1 
of Form I-9. The preparer and/or translator must enter the employee's name in the spaces provided above. Each preparer or translator 
must complete, sign, and date a separate certification area. Employers must retain completed supplement sheets with the employee's 
completed Form I-9. 

I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct. 

Signature of Preparer or Translator Date (mm/dd/yyyy) 

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) 

Address (Street Number and Name) City or Town State ZIP Code 

I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct. 

Signature of Preparer or Translator Date (mm/dd/yyyy) 

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) 

Address (Street Number and Name) City or Town State ZIP Code 

I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct. 

Signature of Preparer or Translator Date (mm/dd/yyyy) 

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) 

Address (Street Number and Name) City or Town State ZIP Code 

I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct. 

Signature of Preparer or Translator Date (mm/dd/yyyy) 

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) 

Address (Street Number and Name) City or Town State ZIP Code 

Form I-9 Edition / /2  Page 3 of 4 



Supplement B, 

Reverification and Rehire (formerly Section 3) 
USCIS 

Form I-9
Supplement B

OMB No. 1615-0047 
Expires 0 /31/202

Department of Homeland Security 
U.S. Citizenship and Immigration Services 

Last Name (Family Name) from Section 1. First Name (Given Name) from Section 1. Middle initial (if any) from Section 1. 

Instructions: This supplement replaces Section 3 on the previous version of Form I-9. Only use this page if your employee requires 
reverification, is rehired within three years of the date the original Form I-9 was completed, or provides proof of a legal name change.  Enter 
the employee's name in the fields above. Use a new section for each reverification or rehire. Review the Form I-9 instructions before 
completing this page. Keep this page as part of the employee's Form I-9 record. Additional guidance can be found in the 
Handbook for Employers: Guidance for Completing Form I-9 (M-274) 

New Name (if applicable)Date of Rehire (if applicable) 

Date (mm/dd/yyyy) Last Name (Family Name) First Name (Given Name) Middle Initial 

Reverification: If the employee requires reverification, your employee can choose to present any acceptable List A or List C documentation to show 
continued employment authorization. Enter the document information in the spaces below. 

Document Title Document Number (if any) Expiration Date (if any) (mm/dd/yyyy) 

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the  
employee presented documentation, the documentation I examined appears to be genuine and to relate to the individual who presented it. 

Name of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) 

Additional Information (Initial and date each notation.) 

Date of Rehire (if applicable) New Name (if applicable) 

Date (mm/dd/yyyy) Last Name (Family Name) First Name (Given Name) Middle Initial 

Reverification: If the employee requires reverification, your employee can choose to present any acceptable List A or List C documentation to show 
continued employment authorization. Enter the document information in the spaces below. 

Document Title Document Number (if any) Expiration Date (if any) (mm/dd/yyyy) 

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the  
employee presented documentation, the documentation I examined appears to be genuine and to relate to the individual who presented it. 

Name of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) 

Additional Information (Initial and date each notation.) 

Date of Rehire (if applicable) New Name (if applicable) 

Date (mm/dd/yyyy) Last Name (Family Name) First Name (Given Name) Middle Initial 

Reverification: If the employee requires reverification, your employee can choose to present any acceptable List A or List C documentation to show 
continued employment authorization. Enter the document information in the spaces below. 

Document Title Document Number (if any) Expiration Date (if any) (mm/dd/yyyy) 

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the  
employee presented documentation, the documentation I examined appears to be genuine and to relate to the individual who presented it. 

Name of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) 

Additional Information (Initial and date each notation.) 
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Form W•4 Employee's Withholding Certificate 0MB No. 1545-0074 

Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay. 

�@25 Department of the Treasury Give Fonn W-4 to your employer. 

Internal Revenue Service Your withholding is subject to review by the IRS. 

Step 1: 
(a) First name and middle initial 

I 
Last name (b) Social security number 

Enter Address Does your name match the 
Personal name on your social security 

Information card? If not, to ensure you get 
City or town, state, and ZIP code credit for your earnings, 

contact SSA at 800-772-1213 
or go to www.ssa.gov. 

(c) D Single or Married filing separately 

D Married filing jointly or Qualifying surviving spouse 

D Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.) 

TIP: Consider using the estimator at www.irs.gov/W4App to determine the most accurate withholding for the rest of the year if: you 
are completing this form after the beginning of the year; expect to work only part of the year; or have changes during the year in your 
marital status, number of jobs for you (and/or your spouse if married filing jointly), dependents, other income (not from jobs), 
deductions, or credits. Have your most recent pay stub(s) from this year available when using the estimator. At the beginning of next 
year, use the estimator again to recheck your withholding. 

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can 
claim exemption from withholding, and when to use the estimator at www.irs.gov/W4App. 

Step 2: 

Multiple Jobs 
or Spouse 
Works 

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse 
also works. The correct amount of withholding depends on income earned from all of these jobs. 

Do only one of the following. 

(a) Use the estimator at www.irs.gov/W4App for the most accurate withholding for this step (and Steps 3-4). If
you or your spouse have self-employment income, use this option; or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below; or

(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
option is generally more accurate than (b) if pay at the lower paying job is more than half of the pay at the
higher paying job. Otherwise, (b) is more accurate . . . . . . . . . . . . . . . . . . D 

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will 
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.) 

Step 3: 

Claim 
Dependent 
and Other 
Credits 

Step4 
(optional): 

Other 
Adjustments 

If your total income will be $200,000 or less ($400,000 or less if married filing jointly): 

Multiply the number of qualifying children under age 17 by $2,000 $ 
-------

Multiply the number of other dependents by $500 $ 

Add the amounts above for qualifying children and other dependents. You may add to 
this the amount of any other credits. Enter the total here 

(a) Other income (not from jobs). If you want tax withheld for other income you
expect this year that won't have withholding, enter the amount of other income here.
This may include interest, dividends, and retirement income

(b) Deductions. If you expect to claim deductions other than the standard deduction and
want to reduce your withholding, use the Deductions Worksheet on page 3 and enter 
the result here 

(c) Extra withholding. Enter any additional tax you want withheld each pay period

3 $ 

4(a) $ 

4(b) $ 

4(c) $ 

Step 5: Under penalties of perjury, I declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete. 

Sign 
Here 

Employee's signature (This form is not valid unless you sign it.) 

Employers Employer's name and address

Only 

For Privacy Act and Paperwork Reduction Act Notice, see page 3. 

First date of 
employment 

Cat. No. 10220Q 

Date 

Employer identification 
number (EIN) 

Form W-4 (2025) 

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight

Marie Jacobsen
Highlight









MI-W4
(Rev. 12-20)

EMPLOYEE’S MICHIGAN WITHHOLDING EXEMPTION CERTIFICATE
STATE OF MICHIGAN - DEPARTMENT OF TREASURY

Read instructions on page 2 before completing this form.

Issued under P.A. 281 of 1967. 1. Full Social Security Number 2. Date of Birth

3. Name (First, Middle Initial, Last) 4. Driver’s License Number or State ID

Home Address (No., Street, P.O. Box or Rural Route) 5. Are you a new employee? (mm/dd/yyyy)

Yes If Yes, enter date of hire ........

City or Town State ZIP Code
No

6. Enter the number of personal and dependent exemptions (see instructions) ........................................................... 6.

$ .007. Additional amount you want deducted from each pay (if employer agrees) ...................................................................7.

8. I claim exemption from withholding because (see instructions):

a. A Michigan income tax liability is not expected this year.

b. Wages are exempt from withholding. Explain:  ___________________________________________________________________________________________________

c. Permanent home (domicile) is located in the following Renaissance Zone:  _____________________________________________________________________

EMPLOYEE:
exemptions. Keep a copy of this form for your records. See additional instructions on page 2.

9. Employee’s Signature Date

EMPLOYER: Complete the below section.

10. Employer’s Name

Address (No., Street, P.O. Box or Rural Route) City or Town State ZIP Code

Name of Contact Person Contact Phone Number

INSTRUCTIONS TO EMPLOYER:
www.mi-newhire.com for information. 

In addition, a copy of this form must be sent to the Michigan Department of Treasury if the employee claims 10 or more exemptions or claims they are 
exempt from withholding. Send a copy to:

Michigan Department of Treasury 
Tax Technical Section 
P.O. Box 30477 
Lansing, MI 48909

This certificate is for Michigan income tax withholding purposes only. 

► ► 

► 

► 

□ 

I I □ 

► 

□ 
□ 
□ 

If you fail or refuse to file this form, your employer must withhold Michigan income tax from your wages without allowance for any 

Under penalty of perjury, I certify that the number of withholding exemptions claimed on this certificate does not exceed the number I am allowed to 
claim. If claiming exemption from withholding, I certify that I do not anticipate a Michigan income tax liability this year. 

► 

► 11 . Federal Employer Identification Number 

I I 

Keep a copy of this certificate with your records. All new hires must be reported to the State of Michigan. See 
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INSTRUCTIONS TO EMPLOYEE’S  
MICHIGAN WITHHOLDING EXEMPTION CERTIFICATE (Form MI-W4)

You must submit a Michigan withholding exemption 
certificate (form MI-W4) to your employer on or before 
the date that employment begins. If you fail or refuse 
to submit this certificate, your employer must withhold 
tax from your compensation without allowance for any 
exemptions. Your employer is required to notify the 
Michigan Department of Treasury if you have claimed 10 
or more personal or dependency exemptions or claimed 
that you are exempt from withholding.

You MUST provide a new MI-W4 to your employer 
within 10 days if your residency status changes or if 
your exemptions decrease because: a) your spouse, for 
whom you have been claiming an exemption, is divorced 
or legally separated from you or claims his/her own 
exemption(s) on a separate certificate, or b) a dependent 
no longer qualifies under the Internal Revenue Code.

Line 5: If you check “Yes,” enter your date of hire.

Line 6: Personal and dependency exemptions. The 
number of exemptions claimed here may not exceed 
the number of exemptions you are entitled to claim on a 

 (Form MI-1040). 
Dependents include qualifying children and qualifying 
relatives under the Internal Revenue Code, even if your 
AGI exceeds the limits to claim federal tax credits for 
them.

Do not claim the same exemptions more than once or tax 
will be under-withheld.  Specifically, do not claim:

•  Your personal exemption if someone else will claim 
you as their dependent. 

•  Your personal exemption with more than one 
employer at a time.

•  Your spouse’s personal exemption if they claim it 
with their employer.  

•  Your dependency exemptions if someone else (for 
example, your spouse) is claiming them with their 
employer.

Line 7: You may designate additional withholding if you 
expect to owe more than the amount withheld.

Line 8a: You may claim exemption from Michigan income 
tax withholding if all of the following conditions are met:

i)  Your employment is intermittent, temporary, or less 
than full time;

ii)  Your personal and dependency exemptions exceed 
your annual taxable compensation;

iii)  You claimed exemption from federal withholding; 
and

iv)  You did not incur a Michigan income tax liability for 
the previous year.

Line 8b: Reasons wages might be exempt from 
withholding include:

•  You are a nonresident spouse of military personnel 
stationed in Michigan.

•  You are a resident of one of the following reciprocal 
states while working in Michigan: Illinois, Indiana, 
Kentucky, Minnesota, Ohio, or Wisconsin.

•  You are a member of a Native American tribe that 
has a tax agreement with the State of Michigan 
and whose principal place of residence is within the 
designated agreement area.

•  You are an enrolled member of a federally-
recognized tribe that does not have a tax 
agreement with the State of Michigan, you reside 
within that tribe’s Indian Country (as defined in 18 
USC 1151), and compensation from this job will be 
earned within that Indian Country. 

Line 8c: For questions about Renaissance Zones, 
contact your local assessor’s office.



Michigan Department of Treasury 

3281(Rev. 9-12) 

P.O. Box 85010 State of Michigan New Hire Reporting Form 
Lansing, MI 48908-5010 

Federal law requires public (State and local) and private employers to report all newly hired or rehired employees who are working Phone: 
in Michigan to the State of Michigan.1 This form is recommended for use by all employers who do not report electronically. Fax: 

A newly hired employee is an individual not previously employed by you, and 
a rehired employee is an individual who was previously employed by you but 
separated from employment for at least 60 consecutive days. 

Reports must be submitted within 20 days of hire date (i.e., the date services 

This form may be photocopied as necessary. Many employers preprint employer 
information on the form and have the employee complete the necessary 
information during the hiring process. 

When reporting new hires with special exemptions, please use the MI-W4 form. 

Online and other electronic reporting options are available at: 

Employers who report electronically and have employees working in two or 
more states may register as a multi-state employer and designate a single state 
to which new hire reports will be transmitted. Information regarding multi-state 
registration is available online at: 

 or call 

Reports will not be processed if mandatory information is missing. Such reports 
willl be rejected and you must correct and resubmit them. 

For optimum accuracy, please print neatly in all capital letters and avoid contact 
with the edge of the box. See sample below. 

A  B  C  1  2  3

1 Ref: Social Security Act section 453A and the Personal Responsibility and Work Opportunity Reconciliation Act (PRWORA) of 1996 (P.L. 104-193), effective October 1, 1997. 

• 

• 
• 

• 
• 

are first performed for pay). 

www.mi-newhire.com. 

EMPLOYEE Information (Mandatory) 

First Name: 

I I I I 
Last Name: 

I I I I 
Address: 

I I I 
City: 

I I I 
Zip Code: 

,___I ,___I ,___I L.,__,,J_,,__,JI I I I I I 

Date of Birth: 

ITJ ITJ IL_____j________-------1....___ 

EMPLOYER Information (Mandatory) 

Employer Name: 

I I I I I I I I I I I I I I 
Address: 

I I I I I I I I I I I I I I 
City: 

I I I I I I I I I I I I I I 
Zip Code: 

I I I I I 11 I I I I 

{!l;.f.1UeJ.1f'!U Contact Name: 

I I I I I I I I I I 
Contact Phone: 

I I I 11 I I 11 I I 
Contact Email: 

I I I I I I I I I I 

I I 

I I 

I I 

I 

I 

I 

• 

Michigan New Hire 
Operations Center 

(800) 524-9846 
(877) 318-1659 

http://www.ad.hhs.gov/programs/cse/ 
newhire/employer/private/newhire.htm#multi (410) 277-9470. 

• 
• 

I I 

Social Security Number: 

I I I I ITJ I.________.__________.______. 
Middle Initial: 

□ 

I I I 

I I I 
State: 

[I] 
Hire Date: 

ITJ ITJ I.________.__________.______. 

Driver's License No: 

I I I I I I I I 
Federal Employer Identification Number (FEIN): 

[I] I I I I I I I I 

I I I I I I I I I I I I I I I I I I 

I I I I I I I I I I I I I I I I I I 
State: 

I I I [I] 

I I I I I I I I I I I I I I I I I I 
Contact Fax: 

I I I I 11 I I 11 I I I I 

I I I I I I I I I I I I I I I I I I 
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