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Employer Forms
To be completed by  the Employer (SAS Administrator)



A Note to DSPD Compensated Caregivers

• Acumen will need to receive the C-19 form for each compensated 
caregiver.

• This form is provided directly to support coordinators from DSPD –
Acumen does not have a blank copy.

• For caregivers transferring from another FMS agency, we can accept 
the existing C-19 form that was previously submitted to the other 
agency.

• Reminder:  if the compensated caregiver is acting as both employer 
and employee, the caregiver’s name, information and signature go in 
both places on every form  (not your support coordinator’s).



Employer Checklist
• Checklist for Employer to keep track 

of documents relating to becoming 
an Employer of Record

• This is a tracking mechanism for you.  
Acumen does not need a copy.

• Return documents to Acumen’s 
enrollment department 

• enrollment-ut@acumen2.net

• Included “UTAH” on the subject line, 
pretty please!

mailto:enrollment-ut@acumen2.net


Authorization Form

• Completed and signed by 
the Employer

• Provides high level 
outline of Fiscal Agent 
duties

• Collects demographic 
information

• Note: Employer and 
Client may be the same 
person in some instances



Form 2678
• Appoints Acumen as Fiscal Agent 

with IRS – which means we  can pay 
federal taxes on the employer’s 
behalf

• Highlighted sections are required

• Existing EIN should be added to Part 
2, item 1.

• Employer signs and dates – this form 
must have a “wet signature”

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

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



Form SS-4
• Application for Federal 

Employer ID Number

• If you already have an EIN, 
Acumen will not apply for a 
new one.  We will need your 
existing number and will use 
these forms to designate 
Acumen as your fiscal 
intermediary.

• All highlighted fields are 
required

• Employer signs and dates 

• A “wet signature” is 
required on this form as 
well.



Form 8821
• Tax Information 

Authorization

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

• All highlighted fields are 
required

• Employer signs and dates 
– “wet signature” 
required on this form



UT DSPD 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 program

• Highlighted sections on 
page 2 are required

• Signed and dated by 
Employer



Secondary Authorized 
Representative Form

• This form is optional

• Enables Employer to approve other 
representatives to communicate or 
receive sensitive information from 
Acumen.

• Acumen only shares protected 
client services information with the 
Employer/Client, support 
coordinator and program 
authorities.

• Other parents, spouses, step 
parents (etc) must be approved 
formally before Acumen can speak 
freely with them.



Worker’s Comp Info
• Information about Worker’s 

Compensation

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

• Includes important contact 
information if there is a 
workplace injury or accident

• No signatures required and 
Acumen does not need this 
back.



Client/Employer Information 
Changes

• Keep this for future use if 
needed.

• Complete and submit to 
Acumen anytime there’s a 
change to Client and/or 
Employer information:

 Name change

 Address change

 Phone number change

 Email address change

• There’s a separate form for 
Employee changes



Employee Forms
To be completed by ALL paid employees



Employee Checklist
• Checklist of essential documents 

required to hire an employee

• Created to help Employers keep 
track of items collected and 
submitted to Acumen

• All documents must be received 
complete and correct for an 
Employee to receive a “Good to 
Go”

• You do NOT need to send this 
checklist to Acumen

• The two highlighted items are 
not mandatory – only submit if 
applicable.



Employee Info Form
• Discloses relationship between 

Employer and Employee

• One of the 4 relationship checkboxes 
must be selected

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

• Acumen will take care of setting this up 
based on the disclosed relationship

• Note: it’s the relationship between 
Employee and Employer (not the Client, 
unless the client is the employer) 

• Signed/dated by Employee



Employee Rate Sheet
• Employer tells Acumen the pay rate for 

each service code the employee is 
authorized to provide.

• Effective date for new hires/transfers 
should be the same date as the Employer’s 
signature.  (Good to Go date might not 
match.)

• For new hires or transfers, select the first 
checkbox for “New hire or Re-hire”

• Select the checkbox to the left of the 
service to be authorized, then write in the 
hourly wage on that line

• Do not write “Max” – we need an actual 
hourly dollar amount

• Refer to the Show Me the Money table

• Signed and dated by Employer



Show Me the Money
• This table provides the allowable 

hourly wage ranges for each service 
code.  It is located toward the end of 
the packet.

• Employers cannot pay less than 
minimum wage, and cannot exceed 
the “Max Pay Rate” listed in the right 
hand column.

• This table is updated every year on July 
1.  DSPD rate changes and employer 
taxes rate changes can impact the max 
allowable pay rate.

• Acumen does NOT need to receive this 
with the rest of the Employee 
paperwork



I-9 (Page 1)
• It’s very important that this is returned 

absolutely correct

• If a field in Section 1 is not applicable, 
it CANNOT be left blank. It must state 
“N/A”

• In the middle section, one of the four 
boxes must be checked

• If status 4 is applicable, provide one of 
the document numbers listed in that 
section

• This page is signed by Employee - “Wet 
signature” required

• Lower grey box – must check one. 

• If the second box is checked, the 
preparer or translator must complete 
and sign underneath



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

citizenship status with IDs 

• For the “Citizenship/Immigration Status” 
field in the upper right, enter “U.S.
Citizen” or just the number “1” (if 
employee is a citizen).  

• 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 Employer’s signature 
date

• Title of Employer = Household Employer

• Employer’s Business or Org Name = 
Employers first and last name

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

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



I-9 (Page 3)
• If Employee is using a document 

from List A, only one document is 
required.  Fill out one segment of 
List A (back on page 2) and you’re 
all set.

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

• The most common documents 
provided are current state driver’s 
license and social security card.

• Again, photocopies of whichever 
documents are used must be 
submitted.



Background 
Screening Application

• Every paid employee must have a 
background screening through the 
Office of Licensing, including 
compensated caregivers.

• Even if the Employee has existing 
clearance, this form and IDs must 
be submitted to transfer the 
clearance to Acumen.  Existing 
fingerprints will also transfer.

• Employee completes sections 1-4 
then signs and dates section 5.  
Leave the rest blank.

• Copies of current government 
issued photo ID and social security 
card are required (no exceptions).



Background 
Screening for Minors

• If your employee is a minor 
under the age of 18, the 
background screening 
application form (previous 
slide) must be submitted along 
with this form

• The applicant’s legal guardian 
must give consent in the lower 
section.

• Fingerprints are not required 
for minors until their 18th

birthday.



W-4
• Employee Tax Withholding Certificate

• All highlighted fields must be 
completed.

• Do not use a P.O. Box for the address

• Read Step 2 carefully and check the box 
if it is determined to be applicable.

• 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 or state taxes will be 
withheld, but wages will still be 
reported and Employee will receive a 
W2 for tax filing purposes

• Employee’s “wet signature” required

• NOTE: Don’t forget Employer’s name 
and address at the very bottom!



Pay Select Forms

• Establishes how an Employee 
would like to be paid 

• Must select one of the 
checkbox options at the top

• 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



FLSA Live-In Exemption 
(overtime)
• Optional form

• This only applies for Employees 
who reside with the client.

• The purpose is to exempt the 
Employee from receiving the “time 
and a half” (overtime) pay rate if 
they work more than 40 hours per 
work week.

• Employee can work more than 40 
hours but would be paid at straight 
time.

• Both Employer and Employee sign



E.V.V. Worksheet

• No signature required, but this 
form does give Employer and 
Acumen an idea as to how the E.V.V. 
requirements will be met for each 
Employee

• If more than 3 Employees, simply 
make more copies.

• The highlighted items will be 
discussed next

• If concerned about E.V.V. and you 
need to talk through the options a 
bit further, please call:

888-221-7014



E.V.V. Live-In Caregiver Attestation

• If the E.V.V. worksheet indicated 
your employee is eligible for 
exemption due to being a live-in 
employee/caregiver, complete and 
submit this form.

• One of the checkboxes must be 
selected

• Employer signs/dates

• If the Employee moves away from 
the Client’s address in the future, 
the E.V.V. exemption no longer 
applies and Acumen must be 
notified right away.



E.V.V. FOB Order Form

• If the E.V.V. worksheet indicated the 
DCI mobile app is not a workable 
solution for your Employee(s), a 
low-tech FOB option can be 
purchased for a one-time cost of 
$20.00 (per FOB/client)

• FOBs can only be ordered by 
Employers (or support 
coordinators)

• Employer signs/dates even if form 
is submitted by support 
coordinator

• FOBs are sent via USPS mail



Employee Termination Form

• When an Employee quits or is 
terminated, it’s important to let 
Acumen know right away.

• We need to know what the 
termination date was, whether the 
termination was voluntary or 
involuntary, and the reason.

• Employees often file for 
unemployment and DWS comes to 
Acumen for termination information.

• Notifying Acumen timely also helps 
eliminate timesheet fraud by 
Employees who are no longer eligible 
to receive payment with your budget 
funds.



Payment Schedule
• Schedule of pay period start/end dates, 

time submission due dates and 
corresponding pay dates.

• Should be followed closely and provided to 
Employees.

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

• If transferring from a different FMS agency, 
keep in mind the deadlines and paydays are 
not necessarily the same as your previous 
provider.

• Remember, all hours up to and including 
June 30th each fiscal year must be 
approved/submitted by July 1st or be 
denied payment.  This is a DSPD 
requirement and is strictly enforced.



General Reminders
• The IRS is particular! 

• NO white out allowed

• NO cross-outs allowed on the federal forms

• In other words, please submit clean copies

• If sending any Federal or State form as an attachment to an email, 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 image that looks as much like a scan 
as possible

• KEEP THE ORIGINALS!  If mailing documents, make copies.  Not only do you need 
copies for your own records, but sometimes things get lost in transit and having a 
back-up copy saves the day!

• Finally, it’s best practice not to send things piecemeal. Please, as much as possible, 
submit everything together.  We can’t issue a “Good to Go” until we have 
everything, so might as well wait until it’s ready to submit all at once.



We’re here to help!
Submit forms to: 

Email: enrollment-ut@acumen2.net
**include “Utah” on the subject line**

Fax: (888) 249-7023

Mail:  Acumen Fiscal Agent
P.O. Box 539

Orem, UT  84059

Call if you need help:
Customer Service – (888) 516-2432

customerservice@acumen2.net

mailto:enrollment-ut@acumen2.net
mailto:customerservice@acumen2.net

