
This information can be made available  

in an alternate format upon request. 

Our TTY phone number is 651-365-3736. 

Equal Opportunity Employer. 

  9-27-11 

            

 

Payroll Model- Employee Packet Checklist 
REQUIRED FORMS* – ALL MUST BE RETURNED 

  

Payroll Model Relationship Form*- Filled out by Employee 
 

 
 

W-4 (Original or Copy)* -Filled out and Signed by 
Employee—See attached sample & instructions 

 
W-4MN-Required for claiming exempt 

 I-9 – Filled out and Signed by Employee and Authorized 
Representative/ Employer-See attached sample and instructions. 

Payroll Model Employer will keep this document and copies of 
proof of employment eligibility on file.  

Copies of Photo ID/Proof of Employment Eligibility 
 List A (example -  Passport) 

                 Or 

 List B (example - Driver’s License, School ID, etc.) 
              AND 

 List C (example – Social Security Card, Birth Certificate, 
etc.) 

    

 Direct Deposit-Filled out completely and a voided check 

attached- Highly suggested 

 Child Labor Standards-For review only 

 Pay Schedule For Current Year – For reference only 

 
 

Mail application to: 
 

Lifeworks Services Inc. 
2965 Lone Oak Drive, Suite 160 

Eagan, MN 55121 
 

Fax application to: 
 

651-454-3174. 



 

This information can be made available  
in an alternate format upon request. 
Our TTY phone number is 651-365-3736. 
Equal Opportunity Employer. 

10/12/2011 

  

 

                                                 PAYROLL MODEL 
 

 

Employer/Employee Relationship 
 

Payroll Model Employer:  ____________     _____________________ 

 

Employee Name: ___________________________________________ 

 

Employee Phone No:______________________________________ 

 

EE Relationship to Employer (EIN Holder):_______________________ 

 

Employee Wage:     $ ____________________________ 

 

Employee Birth date:  (MM/DD/YYYY) ______           ___  _______  

 

Date Hired: _______________________ 

 

 
Lifeworks Services Inc.  is a payroll service provider and reporting agent for 

the Employer listed above. All employees that are hired under the Payroll 
Model Employer are NOT employees of Lifeworks. 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

For office use 

 
Coordinator:      

 
Company  Code:_____________Client____________________ 

  

Employee ID:___________________ 

Payroll Exemption (if applicable):__________ 

 

FICA  _____  FUTA   _____  SUTA  _____ 



















        CHECKING AND SAVINGS ACCOUNTS

Employee Name :    New authorization

Employee address : Change of authorization

Employee City and State :

Financial Institution :

Routing Number :

Branch (if applicable) : 

Checking Savings Account # Amt $ 

Checking Savings Account # Amt $ 

Checking Savings Account # Amt $ 

Checking Savings Account # Amt $ 

Checking Savings Account # Amt $ 

Checking Savings Account # Amt $ 

     Signature:  _______________________________               Date:  _____________________

     Circle Legal Capacity as:   Employee          Guardian          Other Legal Representative

Version 5/9/11

I authorize Lifeworks Services, Inc. and the financial institution listed above to deposit my net pay automatically to my account(s) each pay 

day and to initiate adjustments, if necessary, for any entries made in error to my account(s).  This authorization will remain in effect until I 

have cancelled it in writing or until I have been voluntarily or involuntarily terminated.  Lifeworks reserves the right to charge a service fee 

to employee if a direct deposit has been rejected by its bank due to a closed account without notification.  As required by U.S. law, I certify 

that the full amount of my direct deposit is not being forwarded to a bank in another country and that if at any point I establish a standing 

order for my receiving bank to forward the full direct deposit to a bank in another country, I will immediately inform Lifeworks.   I 

understand that it is my responsibility to verify that payment has been credited to my account and I am responsible for any resulting fees I 

incur from non-sufficient funds or personal finance charges.   I certify that the information provided on this form is true and correct.

or official note on bank letterhead listing routing number

and account number for each checking/savings account

Indicate the type of account and account number on the first line.  If requesting  two or more accounts then you must list 

exact dollar amount for each additional account (percentage may NOT be used).  

PAYROLL DIRECT DEPOSIT
AUTHORIZATION FOR

PLEASE NOTE:  DIRECT DEPOSIT WILL INITIALLY TAKE TWO PAY

PERIODS TO GO INTO EFFECT - PRIOR TO THAT A CHECK WILL BE MAILED

Attach voided check with your name 

Routing 

Number

Account 

Number

Check 

Number







PAY PERI ODS TI MECARD DUE TI ME PAY DAYS

Sunday to Saturday

12/ 19/ 2011 to 01/ 01/ 2011 1/ 3/ 2011 8: 00 PM 1/ 7/ 2011

01/ 02/ 2011 to 01/ 15/ 2011 1/ 17/ 2011 8: 00 PM 1/ 21/ 2011

01/ 16/ 2011 to 01/ 29/ 2011 1/ 31/ 2011 8: 00 PM 2/ 4/ 2011

01/ 30/ 2011 to 02/ 12/ 2011 2/ 14/ 2011 8: 00 PM 2/ 18/ 2011

02/ 13/ 2011 to 02/ 26/ 2011 2/ 28/ 2011 8: 00 PM 3/ 4/ 2011

02/ 27/ 2011 to 03/ 12/ 2011 3/ 14/ 2011 8: 00 PM 3/ 18/ 2011

03/ 13/ 2010 to 03/ 26/ 2011 3/ 28/ 2011 8: 00 PM 4/ 1/ 2011

03/ 27/ 2011 to 04/ 09/ 2011 4/ 11/ 2011 8: 00 PM 4/ 15/ 2011

04/ 10/ 2011 to 04/ 23/ 2011 4/ 25/ 2011 8: 00 PM 4/ 29/ 2011

04/ 24/ 2011 to 05/ 07/ 2011 5/ 9/ 2011 8: 00 PM 5/ 13/ 2011

05/ 08/ 2011 to 05/ 21/ 2011 5/ 23/ 2011 8: 00 PM 5/ 27/ 2011

05/ 22/ 2011 to 06/ 04/ 2011 6/ 6/ 2011 8: 00 PM 6/ 10/ 2011

06/ 05/ 2011 to 06/ 18/ 2011 6/ 20/ 2011 8: 00 PM 6/ 24/ 2011

06/ 19/ 2011 to 07/ 02/ 2011 7 / 0 4 / 2 0 1 1  Holiday 8: 00 PM 7/ 8/ 2011

07/ 03/ 2011 to 07/ 16/ 2011 7/ 18/ 2011 8: 00 PM 7/ 22/ 2011

07/ 17/ 2011 to 07/ 30/ 2011 8/ 1/ 2011 8: 00 PM 8/ 5/ 2011

07/ 31/ 2011 to 08/ 13/ 2011 8/ 15/ 2011 8: 00 PM 8/ 19/ 2011

08/ 14/ 2011 to 08/ 27/ 2011 8/ 29/ 2011 8: 00 PM 9/ 2/ 2011

08/ 28/ 2011 to 09/ 10/ 2011 9/ 12/ 2011 8: 00 PM 9/ 16/ 2011

09/ 11/ 2011 to 09/ 24/ 2011 9/ 26/ 2011 8: 00 PM 9/ 30/ 2011

09/ 25/ 2011 to 10/ 08/ 2011 10/ 10/ 2011 8: 00 PM 10/ 14/ 2011

10/ 09/ 2011 to 10/ 22/ 2011 10/ 24/ 2011 8: 00 PM 10/ 28/ 2011

10/ 23/ 2011 to 11/ 05/ 2011 11/ 7/ 2011 8: 00 PM 11/ 11/ 2011

11/ 06/ 2011 to 11/ 19/ 2011 1 1 / 2 0 / 2 0 1 1  SUNDAY 8: 00 PM 11/ 25/ 2011

11/ 20/ 2011 to 12/ 03/ 2011 12/ 5/ 2011 8: 00 PM 12/ 9/ 2011

12/ 04/ 2011 to 12/ 17/ 2011 1 2 / 1 8 / 2 0 1 0  SUNDAY 8: 00 PM 12/ 23/ 2011

12/ 18/ 2011 to 12/ 31/ 2011 1/ 2/ 2012 8: 00 PM 1/ 6/ 2012

Pay Schedule Year 2011

Lifew orks Office Closed

Tim esheets received after 8: 00 p.m . Monday will be considered late and m ay result  in late pay.

Jan 17 ● Feb 21 ● May 30 ●Jul 4 ● Sep 5 ● Nov 24-25 ●Dec 23-26 ● Dec 30 


