Wisconsin Annual Conference                                                        Employee #_____________

New Hire Notice                                                                              (To be Entered By Payroll)
	Last Name
	First Name
	Middle Name
	Maiden/Other

	Address
	City
	State
	Zip
	Phone

	S.S #
	Date of Birth
	Gender

M    F
	Ethnic Origin
	Marital Status

   S   M   D
	Education Level

	 ____New Hire    ____Rehire
	____Part Time/Seasonal/Temp     ____Permanent Part Time      ____Permanent Full Time            (under 20 hrs p/wk or summer)               (over 20 hrs p/wk & 1000 hrs annual)                  (over 30 hrs p/wk)

	Wage:                     $________________Weekly     $______________Hourly     $_______________Annual Salary

Special Pay Instructions: (Example: If a seasonal employee will be hourly for a period of time before going on a weekly salary)



	Start Date
	Job Title
	Department/Camp

	Other Forms Completed?    ____ I-9  ____ ID Copies   ____W-4  ____ W-T4  ____ Direct Deposit Form  ____Void Check

(Write n/a if not applicable)

	Other Comments:



	Prepared By:
	Date
	Employee Signature:                                          
	Date:


The Finance Office will need the following information for all new hires. If they have previously worked at the camp fill out a new “New Hire Notice” and verify with payroll that other forms are on file/current.  Check for changes in   tax withholding and direct deposits.  Fax to the Finance Office – Attention Payroll 608-825-8287.  
1. This Form  - New Hire Notice 
2. Form W- 4 Withholding Allowance Certificate - Please review before sending to the Finance Office.  Make sure the marital status is checked and something is entered on line 5, unless they are claiming exempt (rarely) which is entered on line 7.  Often the seasonal employees are not sure how to fill out the form, so they leave parts of it blank. You do not have to fax the backside of the form.

3. Form WT4 Wisconsin Withholding Exemption Certificate – This form is rarely used.  Generally the Federal withholding amount is also used for state.  If the employee wants a different withholding amount for state, they will also need to fill out a form WT4.

4. Form I-9 Employment Eligibility Verification - The employee completes, signs, and dates Section 1.  You (the Camp Manager) have to complete, sign, and date Section 2.   Attach photocopies of the ID documents as listed below.  You do not need to fax the instructions to the Finance Office.  

5. Identification Documents - Usually they will provide their Drivers License and Social Security card.  Please see the I-9 instructions for other acceptable documents.  We need to have a copy of those documents here in the office.

6. Direct Deposit Authorization Form - Please try to encourage the use of direct deposit.  If they choose to have direct deposit we will need a voided check or a copy of a voided check and the completed form.
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