
New Hire Information Summary Sheet 
 
 
Please have the following information with you on your first day. This information is used to get you set up 

in our payroll system. 
 

Social Security Number  

Tax Withholding (W-4) 

Status 
(Please circle) 

Single 

Married  

Married Claiming Single 

Exemptions 
(0 – 9)  

Emergency Contact 
Information 

Name  

Phone Number  

Drivers License 
Information 

Number  

State  

Class  

Issue Date  

Expiration Date  

Direct Deposit 
Information  

*Please bring Voided Check* 

Bank  

Account Number  

Routing Number  

I-9 Form 

Please bring original documentation from the attached list 
of acceptable documentation. You can choose to bring one 
form of documentation from Column A or two forms of 
documentation, one from Column B and one from Column C. 
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