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Veteran/Employer Forms
To be completed by  the Veteran Employer and/or their 

Designated Representative



Employer Checklist
• Checklist for 

Veteran/Employer for 
documents relating to 
become and Employer of 
Record

• Return documents to 
Acumen’s enrollment 
department 

• Enrollment@acumen2.net

• Included “SD-VISA” 
somewhere in subject line, 
pretty please!

mailto:Enrollment@acumen2.net


Authorization Form
• Completed by the 

Veteran Employer or 
Authorized  
Representative Employer

• Provides high level 
outline of Fiscal Agent 
duties

• Collects demographic 
information

• Note: Employer and 
Participant may be the 
same person



Form 2678
• Appoints Acumen as 

Fiscal Agent with IRS –
which means we  can pay 
federal taxes on their 
behalf

• Highlighted sections are 
required

• Employer Signs and dates 
– “wet signature” 
required

• “Wet Signature” = pen to 
paper – only applies to  
signature line

• TIP: Don’t forget the 
phone number!!!



Form SS-4
• Application for Federal 

Employer ID Number

• All fields with orange 
highlights are required

• NOTE: If it is known that a 
person already has an 
FEIN, it might be best to 
identify another person 
to be employer

• Employer signs and Dates 
– “wet signature” 
required



Form 8821
• Tax Information 

Authorization

• Allows Acumen to receive 
tax information from the 
IRS on the 
Veteran/Employer’s 
behalf

• All fields with orange 
highlights are required

• Employer Signs and Dates 
– “wet signature” 
required



EDD POA Form
• EDD = State of California 

Employment and 
Development 
Department

• POA = Power of Attorney

• Gives Acumen 
authorization to pay State 
of CA employer taxes

• All fields with orange 
highlights are required

• Employer Signs and Dates 
– “wet signature” 
required



SD-VISA Employer
/Acumen Agreement
• Delineation of duties, rules 

and responsibilities of 
Employer, Fiscal Agent and 
Program

• Includes attestation to a 
general understanding and 
conditions of the SD-VISA 
Program

• Highlighted sections are 
required

• Signed and dated by 
Veteran/Employer



Worker’s Comp Info
• Information about 

Worker’s Compensation

• This document is 
important information for 
Veteran/Employers to 
make available to their 
employees

• Includes important 
contact information if 
there is an incident

• No signatures required



Show Me the Money
• This form demonstrates how an 

Employee’s pay rate actually 
draws from the budget once the 
Employer burden is applies

• It can be used to help you 
determine the Employee’s rate of 
pay on the Spending Plan

• No signatures required



Employee Forms
To be completed by ALL Employees



Employee Checklist
• Checklist of essential 

documents required to 
hire an employee

• All documents must be 
received in good order for 
an Employee to receive a 
“Good to Go”

• Veteran/Employer may 
want to keep on hand for 
reference

• Not collected/no 
signature required



I-9 (Page 1)
• Employment Eligibility Verification for 

the Department of Homeland Security

• It’s very important that this is 
absolutely correct

• If a field is not applicable, it can NOT 
be left blank. It must state N/A

• P. 1 is signed by Employee - “Wet 
signature” required

• It must be acknowledged who 
prepared the form and completed 
accordingly

• In the middle section, one of the 
boxes must be check

• Lower grey box – check one. 

• If prepared or translator is used, 
complete bottom section



I-9 (Page 2)
• This page identifies the Employee’s 

citizenship status 

• All fields highlighted are required; if 
N/A, must write “N/A”. Highlighted 
boxes can not be left blank

• Employees first date of employment 
should match the Employers signature 
date

• Title of Employer = Household 
Employer

• Let’s spend some time on List A or List 
B and List C – see following slide

• Note: Copies of documents are 
required. Please submit to Acumen.



I-9 (Page 3)
• If using a document from List A, 

only one is required.

• If using documents from List B, 
an accompanying document 
from List C must also be 
submitted

• Again, copies of documents 
must be submitted.



W-4
• Employee Federal Tax Withholding 

Certificate

• All fields with orange highlights 
must be completed.

• If dependents are claimed, it’s no 
longer a number but a dollar 
amount explained in Step 3

• If someone writes “EXEMPT” this 
means no federal taxes will be 
withheld, but wages will be 
reported and Employee will receive 
W2

• Employee’s “wet signature” 
required

• NOTE: Don’t forget Employer’s 
address!



CA State Withholding
• State of California Employee’s 

Withholding Allowance 
Certificate

• All fields with orange highlights 
are required

• Allowances are a number (vs a 
dollar amount on W4)

• Employee’s “wet signature” 
required



Pay Select Forms
• Establishes how an Employee 

would like to be paid

• If selecting direct deposit, a 
voided check or bank letter 
with account information is 
required

• Must be signed by Employee

• Note: If bank account is under 
someone else’s name, must 
be indicated on form



Employee Info Form
• Discloses relationship between 

Employer and Employee

• This matters because the relationship 
type may impact the taxes an 
Employer is liable for

• Acumen will take care of setting this 
up

• Note: its relationship between 
Employee and Employer (not the 
Veteran) 

• Signed by Employee



HR Profile (Page 1)
• Documents Employee’s consent to 

run a background check

• HR Profile is the vendor that 
provides the service

• Only the highlighted fields are 
required

• Checks completed: multi-county, 
national criminal, federal district 
courts

• Signed and dated by Employee



HR Profile (Page 2)
• Continued from previous slide

• Signed and dated by Employee

• California residents must check the 
boxes within the orange box



Notice to Employee
• State of California Form

• Not collected by Acumen, but it is 
advised Veteran/Employers complete 
this form for their person records.

• Should be signed and dated by 
Employer and Employee



Payment Schedule
• Schedule of pay period start/end 

dates, time submission due date 
and corresponding pay date

• Should be followed closely and 
provided to Employees

• Non-adherence to Payment 
Schedule could mean late payments 
to Employees

• More to come next week on time 
submission options for 
Veteran/Employers and their 
Employees.



General Reminders
• The IRS is particular! 

• NO white out allowed

• NO cross-outs allowed

• In other words, it has to be a clean copy

• If sending any Federal of State form as an attachment, it is very important that it 
does not look like picture of the document taken by a phone

• It must be a clean, non-blurred, non-shadowed imaged that looks as much like a 
scan as possible

• KEEP THE ORIGINALS! If mailing documents, make copies. Employers should 
maintain original copies for their records

• Finally, it’s best practice not to send things piecemeal. Please, as much as possible, 
submit everything together.



We’re here to help!

Submit forms to: 
Email: Enrollment@acumen2.net

**include SD-VISA in subject line**

Fax: (888) 715-9391

Contact Information:
Customer Service – (888) 516-2432

customerservice@acumen2.net

mailto:Enrollment@acumen2.net
mailto:customerservice@acumen2.net

