


Gathering the proper 
forms and  

paperwork for 
employees 

Note:  All paperwork should be returned to the District Office 
and the Administrator should forward to the proper person from 
their after coping for the employees files. 



Employee Files 
 

 Every Employee needs to have a personnel file where the 
hire documents, evaluations, NRCS access forms and all 
confidential materials are kept this should be labeled with 
their name and as personnel 

 Every Employee needs to have a payroll file where their 
timesheets, paystubs, and any other payroll materials are 
kept this should be labeled with their name and as payroll 

 This needs to be done to keep the confidential materials 
filed separately from materials that are public knowledge so 
payroll information is public but evaluations are not and if 
by some chance you have a request for information and 
they are in the same folder then there could be a breach of 
the employees confidential information. 



New Employee Forms 
 

I-9 Form 
W-4 Form 
New Hire Form 
If you have Montana Public Employees 

Retirement (PERS) you will need the 
Optional Member Form or the Designation 
of Beneficiaries From. 
Any other paperwork your district may 

have for retirement plan. 



I-9 FORM 

Have the employee fill out the first page and then show you and you 
copy items from the second page to verify.  These will be filed in the 
employee’s personnel file. 

Note: On this 
form if the 
employee 
gives you 
their 
passport you 
do not need 
anything 
from List B or 
C 



W-4 FORM 

You can download this form from the IRS website for the current year 
have the employee fill it out and return the bottom portion of page 1.  
File in the employee’s payroll file and in the district tax file. Note: If you 
have an employee that puts that they are Exempt on a w-4, or if they 
claim more than 9 exemptions, you are required to send it in to the IRS. 
 



New Hire Form 

Have the 
employee fill 
out the middle 
section, you fill 
out the upper 
section and the 
optional section 
and mail or fax 
to the address 
on the bottom 
of the form. File 
a copy in the 
employee’s 
personnel file. 



Retirement Forms  
(Only for those that use PERS) 

The form on the left is used if the employee is working less than 960 hours a year 
the form on the right is used if the person is working more than the 960 and has 
to be a member. For questions on filling out these forms please contact a PERS 
representative. Joel Thompson jthompson3@mt.gov 444-0199 ,Terry Dalton 
tdalton@mt.gov 444-9172 Armando Orpeza AOROPEZA@mt.gov You will receive 
an informational packet from PERS that will give you more information on plan 
choices and education workshops to learn more. 

mailto:jthompson3@mt.gov
mailto:tdalton@mt.gov
mailto:AOROPEZA@mt.gov


Existing Employees 

 It is suggested to start your January 
payroll off with an updated W-4 from your 
employees to catch any changes, it is not 
mandatory and an employee can change 
their W-4 at anytime of the year as they 

need.  Be sure to update the payroll 
records for the next payroll cycle. 

 
 Retirement change forms as needed 



W-4 FORM 

You can download this form from the IRS website for the current year 
have the employee fill it our and return the bottom portion of page 1.  
File in the employee’s payroll file and in the district tax file. 



Retirement Change Forms 

If the employee changes their name due to marriage, divorce they use 
the form on the right to note those changes.  If the employee needs to 
change their beneficiaries they use the form on the left.  File a copy in 
the employee’s personnel file. 



E-verifying New Employees 

 Ensure that the district is able to use the e-verify 
system on the Social Security website to verify 
social security numbers. 

 

 Verify all employees social security numbers 
through the system upon hire and keep a record. 

 

 This step should be done by the district unless the 
district has protocol stating otherwise. 



Getting access to the Social Security Website 
http://www.socialsecurity.gov/bso/bsowelcome.htm 



Click on the register button or complete 
phone registration. Note if you click the 
phone registration someone will walk you 
through the process.  



Read through the requirements 
and then click the I agree button 



Enter your information and then click next in the 
bottom right corner. 

Continue to follow the prompts and directions until you have a 
successful registration. 



Click on the homepage and then log-in.  Enter the username and 
password that they gave you. Now click Log in on the bottom 
right corner. 



Click on the “Social Security 
Number Verification Service” 



Click on “Request Online SSN 
verification” 



Read the information on this page then click on the “accept” 

button at the bottom. 



Enter the employee’s information in the correct fields and 
the click submit.  Print the report for your records. 



Remember to verify every 
employee upon hire. 

 
Keep a copy of the report for 

the districts employment 
records. 



Inputting Information into QuickBooks 

Click on the QuickBooks icon on your desktop or 
taskbar this should open the program. 



Click on the Company name and 
then click on open 



Enter your company password and 
click ok 

This should take you to the Home Screen in the 
program 



Home Screen 



Click on the Employee 



This should take you to the 
Employee Center.  Click on the New 
Employee  



Enter all of the new employee’s data in the field (Change tabs to the left) 
 Personal, Address and Contact, Additional, Payroll Information, Employment information, 

and Worker’s Comp. 
 Under the Payroll Information tab be sure to set up what payroll schedule they are in 

taxes, leave, payroll items such as grants and payroll additions or deductions, and whether 
or not they use direct deposit. 

1. make sure to add the state on the state tab.  If you don’t, there will be no MT 
withholding and they will not show up on the quarterly reports for state 
unemployment. 

2. make sure you have the state withholding number in addition to the 
Unemployment number 

3. uncheck the “subject to federal unemployment” button because the districts are 
not subject to FUTA tax.  

 Employment Information tab be sure to enter the date of hire, termination, and the type of 
employee. 

 Once all information is entered click ok which should lead you back to the Employee Center 
Screen. 

 



Employee Center Click on Home 



Home Screen 

Click on file and close company to log out of QuickBooks. 
Remember to file all change forms in each employee’s file.    
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