
‭Forms/information to send for payroll preparer (copies of originals):‬
‭All employees (lay or clergy)‬

‭Hire date‬
‭W4 - 2025 version‬
‭NYS IT2104 - 2025 version‬
‭I-9 - 8/1/23 edition‬
‭NYS written notice of wage rates -  *Must be given in both English and in the employee’s primary‬
‭language (‬‭if the NYS Labor  Department offers a translation)‬

‭-‬ ‭NYS offers sample notices‬
‭-‬ ‭Three forms to choose from (hourly, exempt, salary for a fixed number of hours)‬
‭-‬ ‭Use the form that applies‬
‭-‬ ‭Copy of completed form given to employee‬
‭-‬ ‭Original completed form kept in personnel folder‬

‭-‬ ‭Or, The employer may provide its own notice, as long as it includes:‬
‭Rate or rates of pay, including overtime rate of pay (if applicable)‬
‭How the employee is paid: by the hours, shift, day, week, commission, etc.‬
‭Regular payday‬
‭Official name of the employer and any other names used for business (DBA)‬
‭number of the employer’s main office or principal location‬
‭Address and phone‬
‭Allowances taken as part of the minimum wage (tips, meal, and lodging‬

‭deductions)‬
‭Payroll deduction authorization- health insurance premiums, etc.‬
‭Direct deposit form with a copy of a void check‬

‭Clergy only:‬
‭Copy of letter of agreement (LOA)‬
‭Worksheet for clergy compensation‬

‭○‬ ‭Clergy comp without rectory with a cash housing allowance instead  OR‬
‭○‬ ‭Clergy comp with rectory‬

‭Information on vestry/board passed housing resolution for current calendar year‬

‭Benefits paperwork to send to diocesan office ℅ Cathy Hobart:‬
‭●‬ ‭Health insurance enrollment form (dental insurance enrollment is on the same form)‬
‭●‬ ‭Pension enrollment form‬

‭Each employee should have a personnel file. Documents that should be in‬
‭each file:‬

‭Hire date‬
‭W4‬
‭NYS IT2104‬
‭I-9‬
‭NYS written notice of wage rates and any subsequent pay rate changes‬

‭1‬

https://dol.ny.gov/notice-pay-rate#:~:text=The%20law%20requires%20employers%20to,%2C%20week%2C%20commission%2C%20etc.


‭Payroll deduction authorization- health insurance premiums, etc.‬
‭Direct deposit form‬
‭Health insurance enrollment form (dental insurance enrollment is on the same form)‬
‭Health insurance opt out form, if applicable‬
‭Pension enrollment form‬
‭Emergency contact information‬
‭Notification of completed background check‬
‭Acknowledgement forms, receipt of property forms‬

‭Give to employee:‬
‭Copy of completed NYS written notice of wage rates‬
‭Instructions for paperless pay stubs and W2s  (with PRC code from payroll dept)‬

‭2‬




