New Hire Payroll Onboarding Checklist
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it for each new hire. Federal law requires state new hire reporting within 20 days of hire, and some states set shorter times. Check your state’s deadline.]
	Item
	Entry

	Client
	[Client Name]

	Employee
	[Name]

	Start date (first day of work for pay)
	[MM/DD/YYYY]

	State where the employee works
	[State]

	Pay rate and pay frequency
	[Rate, frequency]



1. Before the start date
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Offer letter signed with pay, exempt or nonexempt status and start date
	
	
	
	

	Confirm the employee is entered in payroll with the correct work and residence state
	
	
	
	

	Collect direct deposit information through a secure method
	
	
	
	

	Confirm workers’ compensation coverage includes the role and state
	
	
	
	



2. First day and first three days
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Employee completes Form W-4 and any state withholding form
	
	
	
	

	Employee completes Section 1 of Form I-9 no later than the first day of work
	
	
	
	

	Employer reviews original documents and completes Section 2 of Form I-9 within three business days of the date employment begins
	
	
	
	

	Keep Form I-9 with the file the business uses for I-9s, separate from the personnel file
	
	
	
	

	Employee signs the handbook acknowledgment and benefit enrollments
	
	
	
	



3. Reporting and setup
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Report the new hire to the state directory, from the information on Form W-4, within the state’s deadline
	
	
	
	

	Add the employee’s taxes: federal, state, local, unemployment
	
	
	
	

	Set up benefit deductions and employer contributions
	
	
	
	

	Confirm the first paycheck against the offer letter
	
	
	
	

	Add the employee to timekeeping and expense systems
	
	
	
	



4. Within 30 days
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Review the first two payroll registers for the employee
	
	
	
	

	Confirm benefits have started on the plan’s effective date
	
	
	
	

	Confirm all required forms are in the file and nothing is missing
	
	
	
	



Sign-off
	Role
	Name
	Initials
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name, Title]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
