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1. Initial Check-In Checklist — Implementation Intake
Complete within 24 hours of Sales notification. (Save in the client folder and attach to the HubSpot ticket.)
2. Client & Ticket Header
☐ Client Legal Name ___________________________________________
☐ Client ID ____________________ Folder Name __________________________
☐ Pipeline: Implementation – New Group
☐ Ticket Name: Client ID 01 – Client Legal Name (increment ID if taken)
☐ Sales Administrator __________________ 
☐ Business Consultant __________________
☐ Check Date //______ 
☐ Current Payroll Vendor ________________________
☐ Is New Business? (Y/N) ___ 
☐ Company Structure _____________________________
☐ FED ID ______________________ 
☐ Funding Method _____________________________
☐ Payroll Frequency __________
☐ Pay Period Begin ______ End ______
☐ Run Date //______
☐ Employee Count ________ 
☐ Services Purchased 
3. Document Checklist — verify filed in client folder
☐ Federal Proof (SS-4 / 941 / other federal doc)
☐ State Proof (OH Withholding Letter / Ohio IT-501 / other state doc)
☐ SUI Proof (state website screenshot)
☐ Columbus local proof (if applicable)
☐ Signature Digitization Form (signed, PDF)
☐ Voided Check / Banking Information
☐ Garnishments (type + court order)
☐ Current Provider link & login information
☐ Funding Method confirmed (3 / 4.5-day ACH, Draw Down, Live Checks, Reverse Wire)
☐ Voided Check on file
☐ Recent Payroll Register from prior provider
4. Employee Forms & Benefits (Sales SharePoint → “Prospect”)
☐ Employee Direct Deposit Info
☐ 401(k) Plan Documents
☐ 401(k) Fee Disclosure
☐ Medical Plans (detailed description)
☐ Life Insurance – Group
☐ Life Insurance – Voluntary
☐ Dental
☐ Vision
☐ Disability
☐ Other employer-offered benefits
5. Service Package Agreements/Proposal
☐ Signed Proposal listing every pay billing items and one time setup fees
6. Within 24 Hours — Filing & Folder Structure
☐Rename root folder: [First 3 letters] 01 (increment number if taken)
☐ Deconstruct implementation paperwork and file into subfolders:
☐ Benefits → Medical, Dental, Vision, 401(k)
☐ BWC → BWC Rates
☐ HR → Implementation, EE Info & Direct Deposit, Signature Digitization, Bank Information, Handbook
☐ General Ledger
☐ NatPay → ACH Form & Beneficial Owners Forms
☐ Payroll
☐ Sales → Signed Quote, Signed Implementation Paperwork
☐ Add-ons
☐ Tax → 8655, POA, AC2, AC3, ODJFS, 941, Federal Proof, State Proof, SUI Proof
7. HubSpot Ticket — Implementation New Group
☐ Update ticket and associate Contact, Company, Deal
☐ Populate fields: Sales Admin, Business Consultant, Check Date, Client ID, Current Vendor, Company Structure, Is New Business, Prior Comp, FED ID, Funding, Legal Company Name, Payroll Frequency, Pay Period Begins/Ends, Run Date, Services Purchased, State Tax ID#, State Unemployment #, Employee Count, Pay Frequency, How Paid (Mail / Direct Deposit / Live Checks), Username/Password/System, Affiliated Business/CPA, Benefits, Level of Importance, Ticket Creator, Description, Expected Completion, Category
☐ Set Pipeline: Implementation — New Group
☐ Post @Kimberly note with overview and list of missing items
8. Implementation Pre-Check
☐ Create Client Code
☐ Review EE Direct Deposit Forms (signed / full SSN / clear banking info)
☐ Create & organize folders in SharePoint (confirm structure)
☐ Review New Employee Forms
☐ Verify Signed Proposal & Signed Implementation Paperwork
☐ Verify Tax ID(s)
☐ Verify Work Locations & Legal Work Address
☐ Confirm Signature Digitization Form is PDF
☐ Verify Funding Method
☐ NatPay / BWC
☐ Fill NatPay form using ACH info (New Client)
☐ Upload ACH file and 8655
☐ Email Brett Pizzuto (Compensation Solutions) for BWC (skip if Alloy)
☐ Attach AC3 and complete BWC info

8. Missing Items



Due by: //______   Owner(s): ______________________________________

9.  Sign-Off
10. Completed by: _________________________________   Date: //______
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