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Do not start working until you receive your start date. 

 
 

Beth F. 
Phone Extension: 1279 

Email: beth.flansburg@lkichoice.com 

 

Jenny J. 

Phone Extension: 1219 

Email: jennifer.jeidy@lkichoice.com 
 

Jessica B. 

Phone Extension: 1281 

Email: jessica.brewer@lkichoice.com   

Andrea O. 

Phone Extension: 1280 

Email: andrea.oppermann@lkichoice.com   

Tricia H. 

Phone Extension: 1250 

Email: tricia.hummel@lkichoice.com 

Would you like to work for more clients?  

Go to :https://loriknapp.carvinsoftware.com/  and sign up.  
This site is available to clients and families to find employees for caregiver support in the clients home. 

LKiChoice cannot instruct, or advise employees on how to complete the  

W4 (Federal tax form) or WT-4 (State tax form).  

 Please contact your tax preparer or accountant if you need assistance or have questions. 

There are 3 forms in your packet that your Employer (person you are caring for) needs to sign: 

• Employee and Employer Agreement 

• I-9 – Employment Eligibility Verification 

• Documentation of Training  

Note(s):   
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    Indicates Employee signature               

 X  Indicates Member/Employer 
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Payroll Processing Contacts  
 

Your Payroll Specialist is marked below 
 

 

Angel C. 

Phone Extension: 1215 

 

Brittany R. 

Phone Extension:  1224 

Jayne M. 

Phone Extension: 1205 

 

Julie M. 

Phone Extension: 1265 

Justina O. 

Phone Extension: 1264 

 

Michelle C. 

Phone Extension: 1203 

Tammy H. 

Phone Extension: 1206 

Tessa R. 

Phone Extension: 1282 

 

Items to remember when completing timesheet: 
 

• Work weeks run from Sunday to Saturday and so does your authorized hours, miles, or services 

• Must have in and out times for each shift listed.  Hours are paid in quarter hours. 

• Stay within your authorized hours, miles, or services. If unsure of what your authorized hours are or 
what your service code is, please call your Payroll Specialist. 

• Write clearly and in dark blue or black ink only and enter only one shift per line 

• When working past midnight, start a new line for the new workday 

• Don’t write over numbers already written on timesheet.  If you make an error place a line through it, 
initial, and write clearly next to it or on a new line. 

• Have the Member/Legal Rep and Employee sign off on the timesheet after all days of service have 
been worked for that pay period. Date the signatures for the same date as the signatures were 
written. 

• Put total number of hours worked on each individual timesheet 

• Check your correct Funding Source at the bottom of all timesheets. If unsure of Funding Source 
contact your Payroll Specialist. 
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