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39 New London Tpke., Ste. 220

Glastonbury, CT 06033

(860) 657-8411, (800) 994-9903

Fax: (860)657-3050

NEW HIRE REFERENCE LIST – W-2 EMPLOYEE

I have submitted the following forms to TCA prior to or upon hire:

· Background Authorization Form

· Non-Compete Agreement

· INS I-9, with copies of ID from List A, or List B and List C (Note: Employee is not to start work unless this form is completed and signed)

· Federal W-4 Form

· State Withholding, as applicable

· Sexual Harassment Form (initialed by employee)

· Guidelines/Conduct Policy Form (initialed by employee)

I have received and/or understand how to complete the following forms:

· Timesheets

· An entry is to be made on timesheet for each day of entire pay period, whether worked or not (enter “0” on dates not worked)

· Signed, Approved timesheets required by noon each Monday for check to be processed

· Payroll processed weekly
· If any questions, contact John Cassandra Jr., Email: Johnny@tcagroup.com  800-994-9903
· Direct Deposit
· Copy of voided check if form submitted

· Direct deposits appears no later than Thursday in non-holiday weeks
· Note: Initial deposit effective on 2nd pay period after form submitted

Upon termination, I agree to notify TCA of my end date, either by phone to (860) 657-8411 or by email to Sarah.Boutillier@tcagroup.com or Johnny@tcagroup.com

