
 
 
 
 

New Employee Information 
 
Employer :________________________________________________________________________ 
 
Name (Legal full name) : _____________________________________________________________ 
 
W4 form & I9 filled out/signed for current year  (Attach) 
 
Copy of Driver’s License (Attach) 
 
Birthdate: _______________________________                               Female/ Male________________ 
 
Email address for portal link: __________________________________________________________ 
 
Workers Comp Insurance Class name/code: ______________________________________________ 
 
Employee Deductions (Insurance/401k etc): ______________________________________________ 
 
Hourly or Salary: ___________________________________________________________________ 
  
Pay rate: __________________________________________________________________________ 
 
Hire date: __________________________________________________________________________ 
 
 
Direct Deposit Sign up: I, ________________________, authorize The General Ledger to deposit my pay 
automatically to the account indicated below and if necessary to adjust or reverse a deposit for any payroll entry 
made to my account in error. This authorization will remain in effect until I cancel it in writing. I understand 
that if I provide inaccurate information any fees resulting will be my responsibility. We prefer a voided check 
attached or emailed to us.  
Authorized Name on bank account _________________________ 
 
Bank Routing #: ________________________________________ 
 
Bank Account #: ________________________________________ 
 
Checking or savings: ____________________________________ 
 
Employee Signature: ______________________________ Date : _______________________________ 

The General Ledger of the Palm Beaches, Inc. 
5646 Corporate Way, West Palm Beach, FL 33407 

Phone: 561.616.0555  Fax: 561.763.1003  Payroll Emails: amy@thegeneralledger.com 
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