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You will need to complete the following steps in order to hire an employee: 

• Interview applicants and decide who you think would be the best fit for your particular needs.
• Have background checks completed as required.
• Once the employee is approved for hire by your Care Manager from AAA7, have your employee

complete and send the following forms and information to Acumen:

 I-9 Employment Eligibility Verification
o Your employee fills out Section I.
o As the Employer, you fill out Section II. Employers must enter the date the employee

began or will begin work for pay on the I-9. If the actual date of hire (first date of
providing services for pay) for the employee changes from the date entered, it is the
employer's responsibility to correct and re-submit the form to Acumen within three
days of the actual date of hire.

o To review Frequently Asked Questions about Form I-9, please visit
www.acumenfiscalagent.com, and click on Resources.

 W-4 Employee’s Withholding Allowance Certificate
 IT-4 Ohio Employee’s Withholding Exemption Certificate
 Employee Agreement Form
 Employee Rate Information Form
 Pay Selection Options Form
 Authorization for Direct Deposit/Pay Card (optional)
 Employee Background Check Clearance Form (provided to Acumen by Care Manager)
 Application for Tax Exemptions
 Live in Exemption Form (Optional)

Acumen will notify you when your employee can begin working. Do not allow any work to be performed 
prior to this notification. It will take approximately 5-7 business days before an applicant is cleared for 
hire. However, it could take longer.  

Acumen recommends that you download the forms from our website to ensure that you have the most 
current versions. You may contact our Customer Service Center to be sure you have the most up-to-
date forms or to request copies be sent to you. 



Employee State and Local Tax Withholding 
Ohio state and local income tax will be withheld from all employees' pay based on state and local 
income tax withholding guidelines. Employees who live in another state may be required to file and pay 
state withholding tax in Ohio and the state in which they live. Individuals in this situation should consult 
a tax advisor with any concerns they may have about their state tax liability. 

Employee Changes and Termination 
As the employer, it is your responsibility to notify Acumen when employee information changes or when 
an employee no longer works for you.  

 Complete the Employee Change Form if an employee changes his or her name or address. This
ensures that Acumen maintains accurate employee information to prevent interruption or delay
of payment for services.

 Complete the Termination Form when an employee no longer works for you. This formally ends
the employer employee relationship and notifies Acumen to NOT make any payments for that
employee after his/her termination date. Failure to notify Acumen of an employee termination in
a timely manner increases the risk of an unauthorized payment if your employee submits time
without your knowledge.

Employee Files 
Acumen recommends that you maintain a current, confidential and accurate file on each employee 
hired. This file should contain all employee documentation as previously listed, as well as all employee 
timesheets. It is recommended that you keep a copy of all forms submitted to Acumen and note the 
date and time you submitted them. 

Confidentiality 
If you mail forms to Acumen, always make a copy first. If you fax forms to Acumen retain the original in 
your files. Remember that these forms contain sensitive and confidential information about you and 
your employees, and they need to be kept in a safe place. Employees must not disclose or knowingly 
permit the disclosure of any information concerning the Veteran, the employer, or his/her family to any 
unauthorized person. 

Internet Options 
We encourage you to try our easy and reliable internet options for reporting and electronic time sheet 
submission (DCI Web Portal) for the AAA7 Veterans program. Visit www.acumenfiscalagent.com, 
choose your state page under the Participant Employers link and click on the “Web Time Entry” link. A
username and password are required, this information will be provided by Acumen once all paperwork 
is complete!  

http://www.acumenfiscalagent.com/
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Employee Overtime 
Your employees are eligible for overtime pay if they work more than 40 hours in a week (from Sunday 
to Saturday). Overtime is paid at one and a half times their regular hourly rate. Consider hiring more 
than one employee if you require more than 40 hours per week of care as your spending plan is 
calculated assuming you will not use overtime. If you do not have enough funds in your Personal 
Care Fund, you will be responsible to pay your employee for the remaining amount you owe them. 

Earned Income Credit 
Some employees are eligible for Earned Income Tax Credit (EITC). EITC is a refundable federal 
income tax credit for low to moderate income working individuals and families. To qualify, taxpayers 
must meet certain requirements and file a tax return, even if they do not have a filing requirement. To 
learn more about the rules and income limits to qualify for EITC, contact the IRS at www.irs.gov/eitc 
or call 1-800-829-1040.

Fraud 
Fraud is committed when an EMPLOYER or EMPLOYEE is untruthful regarding services provided 
in order to obtain improper payment. Fraud is a felony, and conviction can lead to substantial 
penalties.  

Examples of Fraud include: 

 Signing or submitting a timesheet for services that were not actually provided.
 Signing or submitting a timesheet for services provided by a different person.
 Signing or submitting a timesheet for services that were reimbursed by another source.
 Signing or submitting a duplicate timesheet for reimbursement from the same source.

As required by the State of Ohio, suspected cases of fraud will be referred to the state for further 
investigation and possible prosecution.  

To view Acumen’s False Claims Policy go to www.acumenfiscalagent.com, select the “Resources” tab,
then locate our “False Claim Policy.” 
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