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Today’s Date: __________________________ Effective Date: __________________________ 

Client Name: _____________________________________ Client Number: _______________ 

Send Reports To: 

Company Name: _____________________________________________________________ 

Individual: _______________________________________________________________ 

Address: _______________________________________________________________ 

E-mail: _______________________________________________________________ 

Reports to be sent: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Frequency to send the reports: 

  Per Payroll  Monthly  Quarterly  Annually  One-time request 

I give permission for the above listed person to access the reports on line:  Yes  No 

Expiration date of this request: (indicate ‘none’ if no expiration date) 

_________________________________ 

I authorize Payroll Data Services, Inc. to send to the company and/or individual indicated above 

copies of the reports indicated. The reports will be prepared and sent according to the frequency 

indicated. 

 

Signature: 

Name: _____________________________________   Title: ______________________ 
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