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PCA Application Checklist

This checklist is for your assurance that all the required paperwork is completed and returned to us for processing. Not submitting all required documentation will result in a delay in caregivers receiving their pay. Please check the boxes as you complete each item and sign below that you have reviewed and submitted all required documentation.

1. Each form below is necessary in the caregiver employment and issuance of a paycheck.

· PCA Application				 Criminal Background Check
· Form W4 (Federal)				      Authorization Form
· Form MW4 (Montana)			 I-9 Employment Eligibility
· Summit Drug-Free Work			      Verification (Signed midway)
  Place Statement				 Copies of 2 Forms of Identification	
· Summit Safety Policy Statement	      (usually driver’s license and social security card)
 Summit Personal Assistant 		 Direct Deposit Authorization optional
                Manual Sign-off 				
	
2. Forms the caregiver should have received for their keeping:

	 PCA Job Description			 Personal Assistant Manual
	 Safety Policy & Procedure Manual	 Change of Address Form
	 Payroll Calendar				

3. Send the completed forms from the first section to:

Summit Independent Living
700 SW Higgins, Suite 101
Missoula, MT  59803

The completion of the employment papers and the receipt of the job description and manuals completes the work agreement with Summit.
If you have any questions, please feel free to call us at 406-728-1630.


Printed Name__________________________ Signature_______________________ Date________
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