
 

New Hire Paperwork Samples 

The following pages are included to aid in the completion of the required New Hire Paperwork for the F.I. 
Department (please do not use or send us the samples). 

Below is a guide for you to make sure you have completed all new hire forms. The completed forms can be 
faxed to 1-800-359-2884 or mailed to Tempus Unlimited, Inc. at 600 Technology Center Drive, Stoughton, MA 
02072. Please make sure to put your consumer number on all forms. 

*Where available Spanish version on back side. 

Please note: 

PCA = Employee 
Consumer = Employer 

Please use the list below to ensure you have completed all the required forms when hiring a new PCA. 

 W4: PCA name, address, social security number & signature are required. 

 I-9: 
o Page 1 of 3: Section 1 must be completely filled out, Citizenship and PCA must sign & date 

form. 

o Page 2 of 3: Section 2 and Certification Section must be completely filled out including filling in 
the PCA’s first date of employment & Consumer/Surrogate is required to sign. 

 PCA Signature Form: Consumer name needs to be written in the designated spot, the relationship box 
checked & the PCA must sign & date form. 

One of the below options is REQUIRED as of 1/1/17 

 Direct Deposit Application: the PCA signature is required. For a checking account we need a voided 
check or a bank letter. For a savings account we need a bank letter. (Please see middle section of direct 
deposit form for more details) 

 Debit Card Enrollment Form: PCA signature is required and Consumer information must be filled in. 

The forms below are OPTIONAL 

E-Timesheets User Agreement Form: the Consumer/Surrogate and the PCA are required to sign the form and 
have different email addresses. 

Union Application: If the PCA would like to join, fill out the application and mail to the Union. 

Paperwork should be submitted before the PCA starts working. It takes Tempus Unlimited, Inc. 
approximately 3-5 business days to set up a new PCA. 

Any questions, please contact us at 1-877-479-7577 



 

  



 

  



 

  



  



 

 

 

THE 9 MOST COMMON I-9 MISTAKES 

1. The Employee fails to sign and date the attestation 

2. The Employer fails to have the employee complete Section 1 by the first day of employment (that is, 

the first day for pay) 

3. The employee doesn’t check the box indicating status (i.e. US citizen, lawful permanent resident), or 

the employee checks multiple boxes 

4. The translator or preparer doesn’t complete the Preparer box 

5. The employer fails to enter acceptable documents on the form, including the document number, title 

issuing agency, and expiration date 

6. The Employer demands certain documents (i.e. social security card) 

7. The Employer does not complete Section 2 by the third day of employment 

8. The Employer fails to enter the date of hire. This should match the date on payroll records 

9. The Employer representative does not sign, date, and print his or her name on the certification 

What if the Employee’s Documentation Doesn’t Look Right? 

 As an employer, you can reject the document and ask them to produce another 
document from the list 

What if the document presented is different from what the employee has written?  
(I.e. name is spelled differently) 

 Ask the employee about the discrepancy. If the document appears to look genuine, ask 
the employee to correct the form and initial the change or provide a copy of the 
corrected document. 

  



 



 



 



 



 



 



 



 



  



 

 

 
 

 

ELECTRONIC TIMESHEET SYSTEM 

The newest and best way to submit timesheets is now available to you: 

 Fast – The quickest way to get a completed timesheet into the payroll process. 

 Easy – The system is very user-friendly. 

 Accurate – The best way to ensure the timesheet does not contain errors 

Sign up today using the form on the following page! 

To see how it works, check out the videos at: 

http://www.youtube.com/channel/UCqU7lfXkUh4DoTQD2Fdja2Q 

SISTEMA ELECTRÓNICO DE NÓMINAS 

La nueva y major manera de presenter nóminas es disponible ahora paran usted: 

 Rápido – La manera más rápida de hacer llegar una nómina completada al proceso de plantilla. 

 Fácil – El Sistema es muy fácil de manejar. 

 Preciso – La major manera de asergurarse que la nómina no contenga errors. 

¡Apúntese hoy utilizando el formulario en el dorso! Favor de ver la sección de formularios en nuestra página de 

web www.tempusunlimited.org para la versión en español del acuerdo. 

Para ver como funciona, favor de ver los videos en: 

http://www.youtube.com/channel/UCqU7lfXkUh4DoTQD2Fdja2Q 
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