
SECTION SIX 
 

OPERATING AS A VENDOR FISCAL/EMPLOYER AGENT ISO 
 

 
 
6.1   Overview 
 
 

A Vendor Fiscal/Employer Agent ISO must perform a number of administrative 
and operational tasks to successfully assist individuals and their representative in using 
self-directed support services.  This section describes those tasks. 
 
 
6.2     Developing and Maintaining a Policies and Procedures Manual 
 
 
 Developing and maintaining an effective policies and procedures manual is 
essential to the success of a Vendor Fiscal/Employer Agent.  This manual performs three 
major functions: 
 

 It is a blueprint that describes all of the tasks and internal controls performed 
by the Vendor Fiscal/Employer Agent ISO.  Should key management leave 
the organization for any reason, new staff should be able to review this 
manual and be able to maintain operations.   

 
 It is an effective training tool and reference source for new staff. 

 
 It is an effective tool in the organization’s overall quality assurance program.  

Staff should be able to create benchmarks based on the information contained 
in the manual that the organization’s performance can be measured against.   

 
A policies and procedures manual should document all of the tasks performed and 

the internal controls used by the Vendor Fiscal/Employer Agent ISO.  Once the manual is 
written, it must be reviewed and updated as necessary, at least annually. 

 
 

6.3    Developing and Maintaining an Effective Customer Service System 
 

 
 The primary customers for Vendor Fiscal/Employer Agent ISOs are individual 
service recipients and their representatives.  Therefore, it is very important that Vendor 
Fiscal/Employer Agent ISOs develop and maintain an effective customer service system. 
 

An effective customer service system should include, but not be limited to the 
following elements: 
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 Develop an individual user brochure and/or a handbook that describes the 
roles and responsibilities of the individual, the representative, the Vendor 
Fiscal/Employer Agent and the support service worker.  This document also 
should describe the services provided, the individual’s bill of rights (See 
Appendix K), business hours, key contacts, phone and TYY numbers, etc, 

 
 Develop a support service worker brochure or a handbook that describes the 

role and responsibilities of the individual employer, Vendor Fiscal/Employer 
Agent ISO and support service worker.  This document should also include 
the  individual’s bill of rights and key contact information, 

 
 Develop and implement an orientation program covering the information 

included in the individual user brochure/handbook for individuals/ 
representatives who use the Vendor Fiscal/Employer Agent, 

  
 Establish and maintain a toll free number, 

 
 Establish and maintain a Telecommunication Typewriter (TYY) line, 

 
 Have access to foreign language and American Sign Language capabilities 

(e.g., AT&T interpreter service), 
 

 Have written materials for the public (e.g., handbooks, brochures, and 
applicable forms) available in alternative formats, 

 
 Develop and maintain a system and a written policy and procedure for 

receiving, returning and tracking calls received from individuals, 
representatives and support service workers during and after regular business 
hours within a reasonable period of time.  It is strongly recommended that 
Vendor Fiscal/Employer Agent ISOs establish an automated system for this 
task, 

 
 Develop and maintain a system and a written policy and procedure for 

receiving, returning, and tracking complaints from individuals and 
representatives within a reasonable period of time.  It is strongly 
recommended that Vendor Fiscal/Employer Agent ISOs establish an 
automated system for this task, 

 
 Develop and maintain a system and a written policy and procedure for a 

grievance and appeal process,  
 

 Develop and maintain a system and a written policy and procedure for 
preparing, distributing, and processing individual and support service worker 
enrollment packages, 
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 Develop and maintain a system and a written policy and procedure for 
providing employer skills training to individuals and representatives who 
request it, and  

 
 Develop and maintain a system and a written policy and procedure for 

monitoring individuals’ and representatives’ satisfaction with the Vendor 
Fiscal/Employer Agent and self-directed support services they receive. 

 
 

6.4   Receiving and Maintaining Individuals’ Budget Funds 
 

 
A Vendor Fiscal/Employer Agent ISO must develop a system and a written policy 

and procedure for receiving and maintaining individuals’ budget funds.  The ISO must be 
able to receive funds from the county, disburse and track these funds in accordance with 
the individuals’ person-centered plans and individualized budgets, and track and maintain 
any balances in the aggregate and for each individual in an accurate and timely manner. 
 
 

6.5    Establishing and Maintaining Individuals’ and Support Service Workers’  
         Records and Files 
 

 
It is imperative that Vendor Fiscal/Employer Agents establish individual and 

support service worker records and files and maintain them in an accurate, confidential 
and secure manner.  The ISO should have a master check-list to ensure that all required 
documents are included in individual and worker records and files.  The ISO also should 
have a system in place and a written policy and procedure (e.g., internal control) for 
auditing for completeness individual and worker files on a periodic basis. 
 

Current and archived records and files should be maintained in a secure location 
(e.g., locked, fire proof file cabinets, locked room).  Only key staff should have access to 
these files and they should not be taken off site.  Any requirements of the Health 
Insurance Portability and Accountability Act of 1996 (HIPAA) related to Vendor 
Fiscal/Employer Agents should be met. 
 
 
6.6     Conducting Criminal Background Checks on Prospective Support Service 

Workers 
  

 
The Vendor Fiscal/Employer Agent should have a system and a written policy 

and procedure for obtaining permission from and performing criminal background checks 
on prospective support service workers as requested by individuals and their 
representatives. 
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The Vendor Fiscal/Employer Agent should obtain permission from prospective 
support service workers to conduct background checks. An example of a Background 
Check Permission Form for Prospective Employees is included in Appendix L.  
 

Once the Vendor Fiscal/Employer Agent has given permission for background 
checks to be conducted, there are two that can be conducted in Pennsylvania.  The State 
Police conducts a check of all criminal activity that occurs in Pennsylvania.  This check 
should be conducted for support service workers who will be working with adults 
receiving Medicaid Waiver services.  The Form-SP-164, Pennsylvania State Police 
Request for Criminal Record Check must be completed and submitted to the State Police. 
A copy of the Form and instructions is included in Appendix M.  It takes between 10 
days to two weeks to get a response.  A good web site for the State Police Form is 
www.psp.state.pa.us/psp. 
 

The Department of Public Welfare’s Office of Children, Youth and Family 
conducts child abuse clearance checks.  The Pennsylvania Child Abuse History Clearance 
Form 034600 must be completed and submitted.  A copy of the Form and instructions are 
included in Appendix N.  It takes between 10 days to two weeks to obtain a response.  A 
good web site for the Child Abuse History Clearance Form is www.dpw.state.pa.us. 
 

The Vendor Fiscal/Employer Agent should have a FBI Criminal Background 
Check done on a support service worker who has recently entered the State.  
 
 
6.7 Preparing, Distributing and Processing Individual Enrollment and Support  
        Service Worker Employment packages 
 

 
Support service workers and their employers must provide information to the 

Vendor Fiscal/Employer Agent in order for the Agent to process payroll and certain 
service-related invoices on the individuals’ behalf.  An effective way to collect this 
information is by preparing and distributing Individual Enrollment and Support Service 
Worker Employment packages that contain all the necessary information collection 
documents and federal and state employment forms.  Vendor Fiscal/Employer Agents 
must have a system and a written policy and procedure for preparing, distributing, and 
processing individual’s enrollment and support service workers’ employment packages. 

 
6.7.1 Preparing, Distributing, and Processing Individual Enrollment Packages 
 

At a minimum, the Individual Enrollment Package should include the following: 
 

 Introductory Letter  
 

 Individual user brochure/handbook that includes a description of services 
provided; the  role and responsibility of the individual/representative, support 
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service worker, County, and Fiscal/Employer Agent; as well as the Vendor 
Fiscal/Employer’s hours of business and key contact information, 

 
 Individual contact information including representative and emergency 

contact information, 
 

 Individual Bill of Rights (See Appendix K), 
 

 IRS Form SS-8, Determination of Employee Work Status for the Purpose of 
Federal Employment Taxes and Income Tax Withholding (See Appendix A), 

 
 Semi-completed IRS Form SS-4, Application for Employment Identification 

Number, for signature (See Appendix  F), 
 

 Semi-completed IRS Form 2678, Appointment of Agent, for signature (See 
Appendix G), 

 
 Semi-completed Form PA-100, PA Enterprise Registration Form, for 

signature (See Appendix  I), 
 

 Semi-completed UC-Form 884, PA Unemployment Compensation Power of 
Attorney, for signature  (See Appendix J), 

 
 Semi-completed Form PA BUR 1575, New Hires (See Appendix P),  

 
 Semi-completed Form LIBC-510, Employer’s Application to Elect Domestic 

Employees Within Provisions of the Workers’ Compensation Act: Section 321 
(See Appendix Q),  

 
 Semi-completed Form SWIF-429, Application for Workers’ Compensation 

Coverage (See Appendix R), 
 

 The County should include an agreement signed by the individual/ 
representative that lists the role and responsibilities of each stakeholder 
(individual/representative, support service worker, Vendor Fiscal/Employer 
Agent, and County), states that the individual/representative understands each 
stake holder’s role and responsibilities, and agrees to abide by the policies of 
the County and the Vendor Fiscal/Employer Agent (See Appendix S),   

 
 The County should include an Authorized Representative Designation Form 

signed by the individual’s representative that lists the role and responsibilities 
of the representative related to the individual and the ISO, states that the 
person agrees to be the individual’s representative and will abide by the 
policies of the County and the Vendor Fiscal/Employer Agent (See Appendix 
T), 
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 Instructions for the completion of all forms, and 
 

 Safety information, including, but not limited to: 
 

- An individual site and home safety checklist (Appendix AM), 
 

- Procedures for identifying and reporting support service worker injuries  
(See Section Eight), 

 
- Procedures for addressing emergencies, 

 
- Emergency contact people and telephone numbers to contact, and 

 
- Universal precautions and safe lifting technique procedures and body 

mechanics information (Appendix AM). 
 

The individual enrollment package should be well organized and user-friendly.   
The county must determine whether Vendor Fiscal/Employer Agent staff or a case 
manager/supports broker will be responsible for distributing and collecting individual 
enrollment packages for processing by the Vendor Fiscal/Employer Agent.  At the very 
least, the Vendor Fiscal/Employer Agent should be the key contact regarding information 
related to completing the individual enrollment package and should coordinate with the 
entity responsible for distributing and collecting them. 
 

The Vendor Fiscal/Employer Agent must have a system and a written policy and 
procedure for notifying the individual regarding missing information.  Finally, the 
Vendor Fiscal/Employer Agent must have a system and a written policy and procedure 
for processing the information and forms collected related to the individual enrollment 
packages. 
 
6.7.2 Preparing, Distributing, and Processing Support Service Worker Application 
            Packages 
 

At a minimum, a Support Service Worker Employment package should include 
the following: 
 

 Introductory Letter, 
 

 Copy of support service worker brochure/handbook that includes the roles and 
responsibilities of the individual/representative, support service worker, 
Vendor Fiscal/Employer Agent and County, individual’s bill of rights and 
policies and procedures of the Vendor Fiscal/Employer Agent, 

 
 Support Service Worker Employment Application (See Appendix U) 

 
 IRS Form W-4, Employee’s Withholding Allowance Certification (See 

Appendix V) 
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 IRS Form W-5, Earned Income Credit Advance Payment Certificate (See 
Appendix W) 

 
 INS Form I-9, Employment Eligibility Verification (See Appendix X) 

 
 Background Check Permission For Prospective Employee Form (See 

Appendix L) 
 

 State Police Criminal Background Check Form (See Appendix M) 
 

 State Child Abuse Clearance Form  (See Appendix N) 
 

 Instructions for all forms and procedures 
 

 Emergency Notification Form (See Appendix Y) 
 

 Timesheets and instructions (See Appendix Z) 
 

 Timesheet and Pay Day Schedules  (See Appendix AA) 
 

 The County should include an agreement for signature by the support service 
worker, that lists the role and responsibilities of each stakeholder 
(individual/representative, support service worker, Fiscal/Employer Agent and 
County) and states that the worker understands each stake holder’s role and 
responsibilities and agrees to abide by the policies of the County and the 
Fiscal/Employer Agent (See Appendix AK).  

 
 Instructions for the completion of all forms. 

 
The support service worker employment package should be well organized and 

user-friendly.  The county must determine whether Vendor Fiscal/Employer Agent staff 
or a case manager/supports broker will be responsible for distributing the packages to 
individual employers for completion and collecting the packages for processing by the 
Vendor Fiscal/Employer Agent.  At the very least, the Vendor Fiscal/Employer Agent 
should be the key contact regarding information related to completing the support service 
worker employment package and coordinate with the entity responsible for distributing 
and collecting them. 

 
The Vendor Fiscal/Employer Agent must have a system and a written policy and 

procedure for notifying the individual regarding missing information.  Finally, the 
Vendor Fiscal/Employer Agent must have a system and a written policy and procedure 
for processing the information and forms collected related to the support service worker 
employment packages. 
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6.8  Obtaining a Federal Employer Identification Number (FEIN) for   
Individuals 

 
 

A Vendor Fiscal/Employer Agent must obtain a Federal Employer Identification 
Number (FEIN) for each individual employer.  An example of a completed Form SS-4 is 
included in Appendix O).  Unfortunately, the IRS does not include instructions for 
individual household employers who use a Vendor Fiscal/Employer Agent so Agents 
should complete the IRS Form SS-4 as shown in Appendix O for each individual. 

 
There are three ways that a Vendor Fiscal/Employer Agent can apply for an FEIN 

with the IRS: (1) by phone through the IRS’ Tele-Tin Program, (2) by fax through the 
Fax-Tin Program and (3) through the mail.  These options are described in full in the IRS 
Form SS-4 instructions under the heading “How to Apply.” 
 
 

6.9     Identification of Independent Contractors 

 
The Vendor Fiscal/Employer Agent must make sure that all service providers that 

call themselves independent contractors qualify to be classified in that worker category.  
In some cases, it is obvious that a service provider is an independent contractor (e.g., 
contractor installing home modifications).  However, it is not always apparent that a 
support service worker is an independent contractor.  Individual employers should 
prepare and submit for review an IRS Form SS-8, Determination of Employee Work 
Status for the Purpose of Federal Employment Taxes and Income Tax Withholding (See 
Appendix A) for support service workers they believe to be performing as independent 
contractors.   

 
The Vendor Fiscal/Employer Agent only should consider a support service 

worker to be an independent contractor if the individual employer gives them an 
affirmative ruling from the IRS for a particular worker.  If the support service worker is 
determined to be an independent contractor, the Agent should issue the worker an IRS 
Form 1099-Misc at the end of each calendar year.  Otherwise, they should treat the 
worker as an employee of the individual.  It should be noted that the IRS considers the 
majority of home-based workers to be employees. 
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6.10 Determining That Wages Paid Are In Compliance with Federal and State  
   Labor Laws 

 
 

The Vendor Fiscal/Employer Agent must make sure that wages paid to employees 
of individuals are in compliance with federal and state labor laws.  For more information 
on this topic please see Section Two of this Guide. 
 
 

6.11   Preparing, Distributing, Collecting, and Processing Support Service  
          Workers’ Timesheets 
 

 
The Vendor Fiscal/Employer Agent must have a system and a written policy and 

procedure for preparing, distributing, collecting and processing support service workers’ 
timesheets.  Appendix Z includes an example of a time sheet and instructions.  Appendix 
AA includes an example of a Timesheet Submission Schedule and a Payday Schedule. 
 

The Vendor Fiscal/Employer Agent also must have a system and a written policy 
and procedure for addressing situations when an individual employer has their worker 
work more than approved hours and signs the time sheet that reflects this overage.  
Legally, a worker must be paid for every hour worked.  One option to address this issue 
is to immediately inform the individual employer that his/her worker’s latest timesheet 
reflected time worked in access of approved hours.  He/she should be informed that 
his/her budget has been reduced by the overage and he/she should adjust the worker’s 
time accordingly in the next timesheet. 
 

A second option is to request that the individual provide the Vendor 
Fiscal/Employer Agent with the funds that reflect the overage.  These funds should 
include the wage and tax amount.  This is the pay and chance approach and is not highly 
recommended. 
 
 

6.12     Computing, Withholding, Filing and Depositing Federal Medicare,   
            Social Security (FICA) and Income Taxes 
 

 
The Vendor Fiscal/Employer Agent must have a system and a written policy and 

procedure for computing, withholding, filing and depositing federal income and social 
security and Medicare (FICA) taxes for the individual employer and his/her worker(s).  
Withholding federal income taxes is optional for domestic service workers and can be 
done if it is mutually agreeable between the employer and the employee.  However, it is 
recommended that the Vendor Fiscal/Employer Agent withhold federal income taxes for 
individual employers’ support service workers. 
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In order to file federal income and FICA taxes, a Vendor Fiscal/Employer Agent 
must use the IRS Form 941, Employer’s Quarterly Federal Tax Return.  A copy of the 
IRS Form 941 and the Form 941(c) (correction form) are included in Appendix AB.  The 
Agent should file the form in the aggregate on a quarterly basis using its separate FEIN.  
The Agent should complete the form with its name and address at the top of the form and 
write “Household Employer Agent” across the top of the form.   
 

Some family members who are paid as individuals’ support service workers are 
exempt from paying federal FICA taxes (See Appendix AC).  These workers must be 
tracked and FICA should not be withheld for these workers. 
 

FICA taxes are deposited at a frequency based on the size of the deposit in 
accordance with IRS depositing instructions (see Appendix AD).  FICA taxes should be 
deposited in the aggregate using the Fiscal/Employer Agent’s FEIN. 
 
 

6.13     Refunding Over Collected FICA To Support Service Workers and  
            Employers/Counties  
 

 
Vendor Fiscal/Employer Agents must have a system and a written policy and 

procedure for refunding over collected FICA to the worker and the employer/county 
when a support service worker does not earn the FICA wage threshold from his/her 
employer. 
 

In some cases, a Vendor/Employer Agent may withhold FICA for support service 
workers who do not earn the FICA wage threshold ($1,400 in 2003) in a calendar year.  
In these cases, the Agent must refund the over collected FICA to the appropriate 
employers/county and employees.  One way to refund over collected FICA is to adjust 
the its last IRS Form 941 filing and deposit(s) to reflect the over collection and then to 
refund the monies as appropriate to the applicable employers and employees.  The 
County must to determine if the employer portion will go back into the individual’s 
budget or back to the County for redistribution.  Appendix AE includes a letter prepared 
by the IRS that describes the methods for refunding over collected FICA to employees 
and employers for employees who have not earned the FICA wage threshold in a 
particular calendar year. 
 
 

6.14     Computing, Withholding, Filing and Depositing Federal    
            Unemployment Insurance Taxes (FUTA) 
 

 
A Fiscal/Employer Agent must file FUTA for the individuals it represents using 

the IRS Form 940, Employer’s Annual Federal Unemployment (FUTA) Tax Form or IRS 
Form 940 EZ (See Appendix AF).  Forms should be filed for each individual using the 
individual’s FEIN.  
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Some family members who are paid as individuals’ support service workers are 
exempt from paying federal FUTA taxes (See Appendix AC).  These workers must be 
tracked and FUTA should not be withheld for these workers.  In addition, SUTA should 
not be withheld for these workers. 
 

FUTA taxes are deposited at a frequency based on the size of the deposit in 
accordance with IRS depositing instructions (See Appendix AD).  The Agent should be 
able to determine what its FUTA depositing schedule will be by estimating its FUTA 
withholding in accordance with IRS depositing rules.  FUTA should be deposited for 
each individual with his/her FEIN. 
 
 

6.15    Refunding Over Collected FUTA To Employers/Counties 

 
 A Vendor Fiscal/Employer Agent may find that it has over collected FUTA for an 
employer.  This would occur if the Agent filed FUTA and SUTA taxes for the employer, 
but the employer paid less than $1,000 to all his/her qualified support service workers in 
a calendar year quarter.  This happens less frequently than a Vendor Fiscal/Employer 
Agent over collecting FICA, since FUTA and SUTA payments are not initiated until the 
employer meets the aggregate wage threshold.  However, a Fiscal/Employer Agent must 
have a system in place and a written policy and procedure more tracking and managing 
any over collected FUTA that may occur. 
 

Over collected FUTA taxes are a challenge to track and refund because the $1,000 
wage threshold (based on a calendar quarter for all wages paid by an employer) applies to 
the current and preceding calendar year.  For example: 
 

 An employer who meets the FUTA threshold in the preceding calendar year 
but not in the current calendar year, he/she has to pay into FUTA for the 
current calendar year 

 
 An employer who does not meet the FUTA threshold in the preceding year 

but meets the FUTA threshold in the current calendar year, he or she has to 
pay FUTA for the current year 

 
 An employer who does not meet the FUTA threshold in the previous or 

current year, he/she does not have to pay FUTA in the current year 
 

 An employer who did not have workers in the preceding year and did not meet 
the FUTA threshold in the current year, he/she does not have to pay FUTA in 
the current year 

 
Because the Agent is required to file foe each individual, the size of the 

withholding deposits may only have to be done  annually.  The Agent should be able to 
demonstration how it will track any over collections of FUTA and how it will make the 

 VI-11  
 



necessary adjustments and refunds.  The County needs to determine if any over collected 
FUTA will go back to the individual’s budget or to the County. 
 

Any over collected FUTA should be recouped from the last (or annual) FUTA 
deposits.  The annual IRS Form 940 filings should reflect only those individual 
employers who qualified to pay into FUTA. 
 
 

6.16   Preparing and Filing IRS Forms W-2 and W-3 

 
A Fiscal/Employer Agent must file IRS Forms W-2, Wage and Tax Statement and 

W-3, Transmittal of Wage and Tax Statements, for qualified support service workers and 
individual employers per IRS instructions after the end of the calendar tax year and by 
the required IRS deadline.  A copy of the IRS Form W-2 and W-3 and instructions are 
included in Appendix AG. 

 
The IRS instructions for agents under the section entitled: “Special Reporting Situations 
for Form W-2; Agent Reporting,” describe how agents should complete the IRS Forms 
W-2 and W-2 including where the agent’s FEIN and the consumer’s FEIN should be 
reported on the IRS Forms W-2 and W-3.  

 
If the Fiscal/Employer Agent withholds federal and state income taxes, it will 

issue an IRS Form W-2 for all workers, regardless of whether they meet the FICA wage 
threshold.  If the county choose not to have the Agent withhold federal and state income 
taxes for support service workers, and a worker does not earn the FICA wage threshold 
amount, and does not have any other federal or state taxes withheld as stated on the IRS 
Form W-2, he/she does not qualify to receive a Form W-2.  If the worker requests some 
documentation to confirm his/her earnings in a calendar year, the Agent has two options 
for this.  The first option is to issue the worker an IRS Form W-2 only reporting gross 
wages earned.  Technically, this is not required but it can be done.  The second option is 
to issue the worker an IRS Form 4852, Substitute for Form W-2 and Tax Statement or 
Form 1099R (See Appendix AH).  However, it may be just as easy for the Vendor 
Fiscal/Employer Agent to provide all workers for whom it processes payroll with an IRS 
Form W-2 indicating the appropriate taxes withheld (if any), and gross wages, according 
to each individual circumstance. 
 
 

6.17   Managing Federal Advance Earned Income Credit (EIC) 
 

 
A Vendor Fiscal/Employer Agent must have a system in place and a written 

policy and procedure for processing federal advance earned income credit for eligible 
workers who request it.   A federal advance earned income credit is initiated through a 
worker submitting a completed IRS Form W-5, Earned Income Credit Advance Payment 
Certificate (See Appendix W). 
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6.18    Applying Judgements, Garnishments, and Levies to Workers’  
           Paychecks as Applicable 
 

 
A Fiscal Agent must have a system in place and a written policy and procedure 

for applying any judgements, garnishments, and/or levies issued by federal and state 
authorities to qualified support service workers’ paychecks. 

 
 

6.19   Computing, Withholding, Filing, and Depositing State Income and  
          Unemployment Insurance Taxes 
 

 
Some key web sites for tax and labor agencies in Pennsylvania are as follows: 

 
Department of Revenue (state income taxes)  www.revenue.state.pa.us 

  
Department of Labor and Industry  
(State Unemployment Insurance Tax)      www.dli.state.pa.us 
(New Hire Reporting)     www.newhires.com 

 
6.19.1 Computing, Withholding, Filing, and Depositing State Income Taxes 
 

The Vendor Fiscal/Employer Agent must develop a system and a policy and 
procedure for computing, filing and depositing state income taxes for individuals’ support 
service workers.   Pennsylvania does not have a form similar to the IRS Form W-4 for 
state income tax purposes.  Pennsylvania has a flat state income tax that equals 2.8 
percent of a person’s gross wages for the calendar year.  The Income Tax Assistance 
Number at the Pennsylvania Department of Revenue (DOR) is (717) 787-1064. 
 

The Commonwealth of Pennsylvania follows federal rules for income tax 
withholding related to household/domestic service workers (i.e., it is up to the worker and 
his/her employer whether or not income taxes are withheld).  It is recommended that 
Vendor Fiscal/Employer Agents withhold federal and state income taxes for qualified 
support service workers.  However, if it is decided that the Agent will not withhold 
federal and state income taxes for support service workers, there is a Pennsylvania 
income tax requirement that must be considered.  The State DOR requires that a worker 
make estimated state income tax payments, using the PA-Form 40ESR, Declaration of 
Estimated or Estimated Withholding Income Tax, if it is reasonable to expect that the 
worker will receive more than $8,000 in the calendar year (See Appendix AI).  

  
It was recommended by State DOR staff that if federal and state income taxes are 

not withheld, the representative or the Vendor Fiscal/Employer Agent get a signed 
statement from the worker stating that he/she understands that federal and state income 
taxes are not being withheld. 
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  If the Vendor Fiscal/Employer Agent withholds federal income taxes for support 
service workers, Pennsylvania income tax also must be withheld. When the Vendor 
Fiscal/Employer Agent withholds federal and state income taxes for one or more 
household workers, the Agent must file a PA-100, Enterprise Registration Form (See 
Appendix I) for the individual/representative.  This form may be filed on line at 
www.revenue.state.pa.us.  The Vendor Fiscal/Employer Agent will receive a notice that 
includes the individual’s /representative’s eight digit PA Employer Withholding Account 
Number and the filing schedule from the State DOR.  The Account Number will be used 
to identify the household employer to DOR and to complete the relevant state income tax 
withholding forms on an ongoing basis. 

 
The Vendor Fiscal/Employer Agent must file state income tax withholding on a 

schedule based on the amount of taxes being withheld for all of the employer’s workers.  
As mentioned earlier, the DOR will notify the Vendor Fiscal/Employer Agent of the 
filing schedule to be used.  DOR staff reported that household employers often get 
assigned a quarterly filing schedule.  The filing schedules are as follows: 
 

 Quarterly  Under $300 withheld per quarter 
 Monthly  $301 - $1,000 withheld per quarter 
 Semi-Monthly $1,001 or more withheld per quarter 

 
Quarterly filings are due on the last day of the month after the quarter.  Monthly 

filings are due on the 15th of the month following the filing month.  Finally, semi-
monthly filings are due on the third day after the 15th and the 30th/31st of the filing semi-
monthly filing period. 
 

DOR will send the Vendor Fiscal/Employer Agent the filing coupon book.  Until 
the Agent registers the individual/representative and receives his/her coupon book they 
can file and deposit state income taxes for the individual’s/representative’s worker(s) 
using the Form PA W-3R.  Afterwards, they will file either the Form PA W-3 or the PA 
501 from the coupon book they receive from the Department of Revenue, depending on 
the filing schedule. 
 
6.19.2 Computing, Withholding, Filing and Depositing State Unemployment  

Insurance Taxes 
 

When the Vendor Fiscal/Employer Agent files the PA-100, Enterprise 
Registration Form (See Appendix I) and obtains a seven digit State Unemployment 
Insurance Registration Number (separate and distinct from the PA Employer Withholding 
Account Number received from the Department of Revenue, when applicable) for the 
individual when the household employer’s worker(s)’ gross wages in the aggregate are 
$1,000 or more in a calendar quarter.  When this occurs, the Vendor Fiscal/Employer 
Agent should report the date when the worker was first hired and pay state 
unemployment tax back to the date of hire or the beginning of the calendar year, which 
ever occurs first.  State Unemployment Insurance Numbers are issued once a quarter.  
The Department of Labor and Industry sends a notice (UC-657) that will state the 
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individual’s Unemployment Insurance Registration Number and the individual’s 
unemployment rate.  It will be 3.4510 percent for all individuals with no previous 
employer related experience. 
 

In subsequent years, the household employer must pay into SUTA if he has paid 
his/her household workers $1,000 or more in gross wages in the aggregate in a calendar 
quarter, in the current or pass calendar year. 
 

In order to file the PA-100 and other unemployment tax related forms on behalf of 
the individual, the representative or the Fiscal Agent must have an executed Form UC-
884, Unemployment Compensation Power of Attorney Form (See Appendix J) for each 
individual it represents (See Section Four).  
 

Once the UC-884 and PA-100 forms are filed and the individual’s PA Enterprise  
Registration Number is issued, the Department of Labor and Industry will send out the  
individual’s Form UC-2, Employer’s Report for Unemployment Compensation, UC-2A,  
Employer’s Quarterly Report of Wages Paid to Each Employee and UC-2B, Employer’s  
Report of Employment and Business Changes each quarter (See Appendix AJ). The UC- 
2 and UC-2A are completed and filed on a quarterly basis by April 30th, July 31st,October 
31st, and January 31st.   
 

The Agent can print the Forms UC-2A and B off of the Department’s web site 
and can file them electronically.  However, the Department will not let a person print off 
the Form UC-2 and file it electronically.  The Agent must receive a copy of the Form 
UC-2 from the Department and submit a hard copy of the completed form each quarter. 
 

The Department of Labor and Industry requires that the Form BUR-1575, New 
Hire Reporting Form be completed and submitted for each worker the individual hires 
(See Appendix P).  The web site for the form is www.panewhires.com.   
 

The UC-2B is used to report any recent changes in name, address, location, 
employment or other information such as informing the Department of Labor and 
Industry that the individual no longer has employees and/or is no longer is an employer. 
 

A person might be tempted to file an UC-920, Employer’s Report of Employment 
and Business Changes to inform the Department that the individual no longer has 
employees and/or is no longer an employer.  However, Department staff have 
emphatically requested that the UC-2B rather than the UC-920 be used for this purpose. 
 

The Form UC-2X, Pennsylvania UC Correction Report and 2AX,Corrected 
Pennsylvania Gross Wages Paid to Employees are used to correct errors in the filing of 
the UC-2 and UC-2A. 
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6.19.3  Local Employment Related Taxes 
 

A Fiscal/Employer Agent must have a system in place and a written policy and 
procedure for paying two local/county employment taxes on behalf of individual 
employers and their support service workers.  They are:  
 

 Occupational Privilege Tax - $10.00/year per worker.  This should be 
withheld from the worker’s pay by one employer and filed and deposited by 
the Fiscal/Employer Agent on behalf of the employer, or the support service 
worker may pay it annually when he/she pays his local income tax.  
Employers usually withhold this when preparing the first payroll of the year.  
It should be noted that the tax only applies to workers who earn at least $1,000 
in the tax year.   

 
 Local Tax - Typically this tax is one (1) percent of a worker’s adjusted gross 

wages, but the tax percentage can vary by township.  This tax also can be 
withheld from the worker’s wages and filed and deposited by the 
Fiscal/Employer Agent on behalf of the employer or it can be paid by the 
support service worker through his/her annual local tax filing.  This tax can be 
tricky.  According to some sources, an employer is required to withhold the 
tax if the worker lives and works in the locality.  However, if the worker does 
not live in the locality where he/she works, the employer only may have to 
give notice that it is not withholding and the worker must file annually the tax 
him/herself.  It is important that the Fiscal/Employer Agent know the policies, 
procedures and forms for all applicable local taxes that are applicable to 
support service workers and their employers. 

 
 
6.20    Developing a Disaster Recovery Plan 

 
A Fiscal/Employer Agent must develop a disaster recovery plan for all 

computerized information related to Fiscal Agent tasks and functions and document its 
system in its policies and procedures manual.  A disaster recovery plan should address: 
 

 The rapid return to limited operation 
 The accuracy of software and data at return to operation 
 The ability to return to full capacity as soon as possible 

 
The plan should include, at a minimum: 
 

 A complete back-up of all non-software data sets at the end of each 
production day. 

 
 The resultant tape(s)/disks will be removed to an external secure cite.  These 

back-up tapes/disks should be cycled on a weekly basis. 
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 Upon the installation of any software (new or upgraded) a complete backup 
(copy) of the software should be made with the resultant tape(s)/disks 
removed to an external secure site.  The backups should be retained in the 
grandfather, father, son scheme. 

 
 The server should be designed to employ a method of redundancy for 

operational integrity and production. 
 

 All workstations attached to the network should have sufficient processing 
capability to be used interchangeably and should be able to backup one 
another until repair or replacement can be affected. 

 
 The server should be connected to an UPS system which will condition 

incoming power to the server and provide sufficient processing time for the 
server to be correctly shutdown in the event of a power failure. 

 
 In the event of damage of a sufficient magnitude to the primary operational 

site, the second company location should be able to be modified to 
accommodate the system. 

 
 There should be a description of the change of communication and command, 

by level, in the case of a systems or power failure.  
 
 

6.21   Maintaining Record Confidentiality and Security 

 
A Vendor Fiscal/Employer Agent must develop and implement a system that 

ensures the confidentiality and security of all consumer and worker files both active and 
archived that are hard copy and electronic.  The system should be documented in the 
ISO’s policies and procedures manual.  In particular, Medicaid beneficiary files must be 
maintained in accordance with HIPAA.   Electronic records and files should be password 
protected and access to records and files should be restricted to key personnel.  Current 
and archived records and files should be maintained in a locked file cabinet and/or room 
and access to records and files should be restricted to key personnel. 

 
 

6.22 Developing and Implementing Internal Controls for All Fiscal Agent Tasks 
 

 
A Fiscal/Employer Agent must develop and implement internal controls of all 

Fiscal Agent tasks performed to ensure that they are being executed in an accurate, 
complete and timely manner.  All internal controls should be documented in the Agent’s 
policies and procedures manual.  An example of an internal control might be developing 
an internal audit procedure to review individuals’/support service workers’ files and 
records to ensure that they contain all required and relevant documentation. 
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6.23  Developing and Maintaining a Vendor Fiscal/Employer Agent   
         Advisory/Grievance Committee 
 

 
A Vendor Fiscal/Employer Agent should develop and maintain a Vendor 

Fiscal/Employer Agent Advisory/Grievance Committee as part of its quality assurance 
activities.  The Committee should consist of individuals/representatives, support 
coordinators, and Vendor Fiscal/Employer Agent staff.  It should meet on a regular, 
periodic basis (e.g., quarterly) to discuss the services provided by the Vendor 
Fiscal/Employer Agent and to evaluate any grievances filed by individuals/ 
representatives and feed-back provided by individuals/representatives (e.g., through 
individual/representative satisfaction surveys).   
 
 

6.24   Developing and Implementing a Support Service Worker Registry 
 

 
 A Vendor Fiscal/Employer Agent may voluntarily develop and implement a 
support service worker registry to assist individuals/representatives in recruiting workers 
(See Section 4.16). 
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