WOTC NEW HIRE PROCESS
Part One - Applicant

On the day the Applicant is offered and accepts the job, the applicant should:
a. completely fill out. sign and date Form A (sither the English or Spanish side},
AND
b. completely fill out, sign and date the front of the 8850 form,
AND (if at least 16 but not yet 25 years old)
c. completely fill out, sign and date the Disconnected Youth Self-Attestation form.

Part Two — HR Administrator

1. After the Applicant fills out the two forms listed above, the HR administrator should check for:

. Leqgibility, especially $3#,

. Completeness of forms, especially signature on Form 8850, Form A and Self-Attestation form,

. Employee has included their physical address, NO P.O, BOXES,

. 1f the Applicant is a veteran (question 6 of the Form A), please obtain a copy of their DD-214, and

. If the Applicant is part of the "Ticket to Work” program {question 4 on the Form A), please obtain a
copy of their ticket document. )
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2. HR Administrator or Manager should then complete the “For Employer's Use Only” section on the back of the
Form 8850, then sign and date the form.

3. Altach a copy of the employee's W-4 form, Social Security Card AND one of the following:
a. Driver's License,
b. Resident Alien Card,
¢. Birth Certificate, or
d. State ID card.

4, Completed packets should include:

Form A (ORIGINAL SIGNATURE 1S REQUIRED BY ACHRetroTax),

8850 form (ORIGINAL SIGNATURE IS REQUIRED BY AC{/RetroTax),

Disconnected Youth Seli-Attestation form (ORIGINAL SIGNATURE REQUIRED BY ACHRetroTax),
Copy of Social Security Card,

Copy of W-4 form,

One other piece of ldentification (see list above),

Copy of DD-214, if applicable, and

Copy of Ticket to Work, if applicable.
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5. Gather compleled packets and mail to:
ACI/RetroTax
3730 Washington Boulevard
Indianapolis, IN 46205

Please double check the paperwork. The more thorough the HR Administrators are in providing support decumentation and the
completed forms, the faster ACI/RetroTax can process the forms without repeatedly contacting you.

The forms must reach ACi/RetroTax’s office, be processed and ACHRetroTax must send the forms to the State Department
of Employment Services within 28 days of the employee’s Job Started Date or you will lose the certification.

If you have any questions or concerns please feel free to contact Becky Huber or Lola Strode at 1-800-925-0557.
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Employee Acknowledgement Form (Temps)

| hereby acknowledge receipt of Storeroom Solutions Inc. “Employee Safety Handbook” which outlines
important safety requirements and information for working as safety as possible. | agree to follow the safety
and health rules as outlined in this handbook. | further understand that complete safety and health program
requirements are published in the “Safety Manual” that can be obtained through my Site Manager or Project

Leader.
M 7z /(W 1/22/15
Employee Signature Date

Employer’s Representative Date

Important: This receipt must be read, understood and signed by all Storeroom Solutions Inc. permanent and
temporary employees, Temporary employees sign this hard-copy form. Permanent employees
must document their training in the SSI Learning Center by taking the associated quiz.

Documentation Instructions:

Permanent Employees: The SSI Site Manager, or senior SSI employee, will ensure all personnel have read and
understand the contents of this document. Please contact the Senior Director of Safety and Quality
safety@storeroomsolutions.com if you have any guestions. The employee must take the Employee Safety Handbook
Quiz contained in the SSI Learning Center.

Temporary/Project Employees: The project leader or hiring manager will ensure all personnel have read and
understand the contents of this document. Please contact the Senior Director of Safety and Quality

safety@storeroomsolutions.com if you have any questions, The employee and leader or manager will sign this form file
it on site. This form is a special interest item during implementation audits.

Employees: Please retain the handbook for future reference.



Employer Solutions Staffing Group Direct Deposit Authorization

If you are applying for direct deposit, please make sure that you are mark whether the account is a savings or
checking. Failure to provide this information can result in the deposit being delayed for several days. Please
also note that it is possible for your direct deposit to be delayed a day or two the first week that your direct
deposit is processed. Every bank is different and, although this doesn’t happen frequently, it does happen.
If you cannot wait a day or two past pay day for your deposit, then we suggest staying with a paper paycheck.
The time that the money goes into your account on pay day varies by bank.

Please allow until af least 10 am on your paydate for the deposit to show.

Please print

Check one of the following Effective Date

0 Star [AAs Soon As Possible
£1 Stop

[CIFuture Paydate
7] Change / /

Social Security Number

H9P-50-5 424

Name {Last, First Middle Initial)

Il/f-l/ Maertin 1.

Home Addrdss Street City State Zipcode

tH g/ Bravs 1y St | puic 1/ t%/27

‘

Daytime Phone Number

A

Date (Mo/DayfYr) Emfloyee Signatu - B
1/37/ 15 %/f;&@/ 3Ik-430. 594/

SUBNIISSION OF THIS FORM MEANS YOUR ENTIRE
PAYROLL CHECK'WILL GO TO THIS FINANCIAL INSTITUTION L 4

Financial Institution Name (Bank, Savings Inslitution, Credit Union, etc.)

fet ot c redit Vimon

Type of Account
Chccking D Savings D Money Market Checking l:l Money Market Investment Requires Submission of ACH form from your broker

I authorize Employer Solutions Staffing Group to direct deposit funds to my account in the financial institution listed above. If funds to which T am
not entitled are deposited in my account, | authorize Employer Soluticns Staffing Group to initiate a correcting (debit) entry. 1 understand that the
authorization may be rejected or discontinued by Employer Solutions Staffing Group at any time, If any of the above information changes, I will
promptly complete a new authorization agreement. If the direct deposit is not stopped before closing an account, funds payable to you will be
returned to Employer Solutions Staffing Group for distribution. This will delay payment of funds to you.
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