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Alabhama Payroll Made Simple

We have put together the information ™ needed to get you regis- tered for payroll and
created a simple step-by-step checklist in order to make things easier for our clients. Use
this list as a reference to apply for tax identification numbers, worker’s compensation insur-
ance, and reporting new hires. Complete the steps listed and when you receive your new
account numbers you can begin processing payroll in the state of Alabama.

_ Federal Employment Tax Filing

First you'll need to register with the IRS to obtain an employment identification number
(EIN) for your company. This will open an account you can use for reporting taxes such as
Federal, FICA and FUTA. You can register with the IRS for an EIN by visiting
www.IRS.gov or by calling (800) 829-4933

_ Reaqister with the Alabama Department of Revenue

-Complete the online Combined Registration Application at https://
myalabamataxes.alabama.gov

and you may also complete the application in paper form and mail it to the address listed
below:

Alabama Department of Revenue

Central Registration Unit

PO Box 327100

Montgomery, AL 36132-7100

Information: (334) 242-1170

Web Site: https://myalabamataxes.alabama.gov




Alabama New Hire Reporting

As an employer you will be required to report all new hires to the state of Alabama within 20
days. This program helps the state reduce fraud related to workers compensation and unem-
ployment claims. It also provides a means for the state to track individuals who are required
to pay child support.

To register with the Alabama New Hire Reporting Program you must complete the application
at https://labor.alabama.gov/nh/NewHireRegistration/

_ Register with the Alabama Department of Labor

File Form SR-2 to determine liability for Alabama unemployment insurance taxes and apply
for an employer account number.

Alabama Department of Labor
Unemployment Compensation Division
649 Monroe Street

Montgomery, AL 36131

Information: (334) 242-8830

Web Site: http://labor.alabama.gov/

__ Alabama Workers’ Compensation Insur-
ance

Any business that operates in the state of Alabama and has (5) or more employees is re-
quired by law to have Alabama’s worker’'s compensation coverage.

_ Form 1-9 and E-Verifying employees

What is E-verify?

E-Verify is an electronic program through which employers verify the employment eligibility of
their employees after hire. The state of Alabama now requires all businesses to enroll.
The program was authorized by the lllegal Immigration Reform and Immigrant Responsibility
Act of 1996 (IIRIRA). Employers submit information taken from a new hire's Form [-9 through
E-Verify to the Social Security Administration and U.S. Citizenship and Immigration Services
(USCIS) to determine whether the information matches government records and whether the
new hire is authorized to work in the United States.



EVerify
How to use E-Verify

To use E-Verify, an employer must create an account, complete several tutorials about how
the system works, and pass a mastery test to begin verifying new hires. To enroll in E-Verify,
you must provide your company’s basic contact information and agree to the program’s
terms. After enrolling, you must sign a memorandum of understanding that provides the
terms of agreement between your company and the Department of Homeland Security. You
must now be enrolled in E-Verify to qualify for business or professional licenses, or to receive
a government contract. E-Verify Participation is also required for all federal contracts.

Go to https://lwww.uscis.gov/e-verify/e-verify-enrollment-page to enroll.

About Form I-9
Form I-9 is also known as the Employment Eligibility Verification Form and is the core of E

-Verify. Although E-Verify uses information from Form I-9, there are some important
differences between the requirements of the two.

Is mandatory Is mandatory
Does not require a Social Security number Requires a Social Security number*
Does not require a photo on identity documents Requires a photo on identity documents

Must be used to reverify expired employment authorization ~ MAY NOT be used to verify expired employment authorization

You can learn more about E-Verify at www.dhs.gov/E-Verify or by calling 888-464-4218.

For more information and to download the Form 1-9 visit ( :
www.uscis.gov/i-9-central/form-i-9-desktop-widget E w



