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INSTRUCTIONS FOR COMPLETING PAYROLL / GOVERNMENT FORMS
These Forms MUST be submitted before your payroll can be processed. Don’t delay in completing and returning these forms. Forms can be downloaded under the Hiring Forms tab.

1. W-4 AND W-9 FORMS

· EMPLOYEES need to fill out and send a W-4.  

· CONTRACTORS need to fill out and send a W-9.   

2. DIRECT DEPOSIT FORM 
Viva Spanish EMPLOYEES are eligible and required to sign up for Direct Deposit.  Complete and return the Direct Deposit Form.  (CONTRACTORS are not eligible for Direct Deposit and receive a pay check.)

3. I-9 FORM - Employment Eligibility Verification
Instructions are included on the form 

Viva Spanish EMPLOYEES and CONTRACTORS are required to have an I-9 on file.  
