                                                                                                             *Must Fill Out
Paychex New/Change Employee Form
*Client Number / Client Name                  /                                                                          
Employee Number (If Applicable)                                                  *Social Security Number 

 -

 - 


*Employee Last Name, First Name Middle Initial                                                                                                                       
*Address









*City/State 










*Zip 


 
 
Zip Ext 




*Department 





*Salary per pay





*Hourly Rate 1
$




Hourly Rate 2
$




Hourly Rate 3
$




*Overtime Rate: 1.0 / 1.5 / 2.0 - (Circle One)
*Male / Female - (Circle One)        
*W4 Employee / 1099 - (Circle One)

*Birth Date

/
/

*Start Date

/
/



*Employee Pay Frequency: Weekly / Bi-Weekly / Semi-Monthly / Monthly / Other - (Circle One)
*Direct Deposit: 
 No
 Yes
If Yes – See Documentation Requirements Below:

1. Employee must complete and sign Paychex Employee Direct Deposit/Access Card Form (DP0002). 

2. Must attach voided check, bank specification sheet, or bank letter as documentation.  

3. No Deposit Slips will be accepted as documentation.
	Adj #
	Description
	Per Pay Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ADVANCE \Y 550.80
Federal/State/Local Tax Info


*Federal	Filing	Addl


               		Status 		Exemptions 			W/H Tax 	�
�
*State	Filing	Addl


		R/N 		Status 		Exemptions 			W/H Tax 	


 State	Filing	Addl


		R/N 		Status 		Exemptions 			W/H Tax 	�
�
*Local		Alloc


				R/N 			Exemptions 			% 	


 Local		Alloc


				R/N 			Exemptions 			% 	


�
�
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