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Employee File Records

Job Description

W-4 Tax Deductions Form

I-9 Immigration Form

Driver’s License card - copy

Social Security card — copy, or other employment ID
Employee ID - copy

Contact Information

Application
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Background Check if used for all employees
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. Reviews/Performance/Warnings
. W-2s Provided
. Pay Rates
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. Signed Forms — such as Employee Agreement, Manual, Non-compete Agreement
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. Insurance documents if benefited (No Medical Records)
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. Training Records
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. Separate files by Active and Inactive Employees
. A Separate “Confidential” file may be needed.
. For more information:
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a. irs.gov/businesses/small-businesses-self-employed/employment-tax-
recordkeeping

b. nolo.com/legal-encyclopedia/keeping-personnel-files-medical-records-
confidential-29777.html
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THIS CONTENT IS PROVIDED FOR GENERAL INFORMATIONAL PURPOSES ONLY AND DOES NOT
CONSTITUTE ANY ADVICE WHATSOEVER, INCLUDING BUT NOT LIMITED TO LEGAL ADVICE OR TAX
ADVICE. THE INFORMATION MIGHT NOT BE UP-TO-DATE, COMPLETE, OR ACCURATE, SO PLEASE
UNDERTAKE DUE DILIGENCE, INCLUDING TALKING WITH A QUALIFIED LAWYER, CPA, OR OTHER
PROFESSIONAL.
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