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Please use the following checklist to ensure that all necessary forms are completed. 
Complete the following forms; print, sign and date.  
These forms must be returned IN-PERSON to the City Dept. that is employing you!
_Direct Deposit Authorization Form
   Attach Blank VOIDED check or a formal letter from your bank with account number and routing number
_Form W-4
_Employee’s Withholding Exemption Certificate (State of Ohio IT-4)
_Statement Concerning Your Employment in a Job Not Covered by Social Security
_Acknowledgement of Receipt of Auditor of State Fraud Reporting
_Ohio Ethics Law Acknowledgement
_City of Bay Village Employee Handbook Acknowledgement
_Minor Agreement (Under Age 18 only)
_EEOC Self Identification Form

You must bring one of the following document options with you when submitting 
your payroll forms:
Option 1: Driver's License/Temps AND Social Security Card
Option 2: Driver's License/Temps AND Birth Certificate
Option 3: School ID and Social Security Card
Option 4: School ID and Birth Certificate 
Option 5: Passport
*All documents must be valid, not expired

Review the following documents (these forms are for you to review and keep)
_Ohio Ethics Law and Related Statutes
_City of Bay Village Employee Handbook
_Auditor of State Fraud Reporting System Information
_Healthcare Marketplace Notice

