Board and Commission’s Agency 
Board Member Check off List
PN________________ Employee________________________________ Dept ID____________
To ensure accurate information in OAKS have Board Members fill out employment paperwork no later than their first Board meeting. 
 Oath of Office
 Appointment Letter
 Supplemental Employment Agreement (ADM4288)
 Direct Deposit Authorization (ADM4280): Must include a voided check, or a letter from the                    bank stating the account information.
 Deferred Compensation Election Form: if the employee does not want deferred 
Compensation they must decline and sign the form. 
 Terrorist Declaration Form (HLS 0037)
 Federal Tax Form W-4
 State Tax Form IT 4
 Municipal Tax from (ADM 4058)
 I-9 Form: Must be completed by Agency. PLEASE NOTE: Agencies fill out employer section and verify the authenticity of documents submitted by employees. Must maintain and submit a copy of verification. 
 PERS Form (Form A)
 Social Security Form (SSA 1945)
 Health Care Enrollment Form (ADM 4717) (permanent employees only; Board members are considered permanent for the sole purpose of eligibility for health care coverage) Employees must submit all verification documentations for all dependents (including spouse) before health insurance will be added , this website gives the details on eligibility. (http://das.ohio.gov/Divisions/HumanResources/BenefitsAdministration/EligibilityRequirements/tabid/524/Default.aspx) .  PLEASE NOTE: If Board member does not wish to enroll, please have them indicate that on the form, and sign and date it.
 Supplemental Nepotism Statement (ADM 4173)
Signature needed for verification of all documents being submitted and that all documents have been filled out completely before submitting them to CSA. 
Agency Contact signature___________________________                  Date:____________
Central Service Agency signature_____________________                  Date:____________
**Note: Board staff cannot be set up as proxy to enter board members’ travel until after the first paycheck has been received and processed through OAKS.  Please contact Kay after the first paycheck to request the proxy designation. 
