
½
�

¼

½







.he Eǖployee ,etǗreǖent Incoǖe -ecurǗty Act of 6=<9?

 
 



 

 

 
 
 

HUMAN RESOURCES CHECKLIST  
 
 

 
 
 

RECRUITMENT AND ONBOARDING 
  

Application for Employment Form 
  
Offer Letter 

 
Employment Contract 

 
Background Check 
  
Job Description and Acknowledgement of Receipt 
  
Employee Handbook and Acknowledgement of Receipt 
  
Orientation and Training Acknowledgement of Receipt 

 
Employment Agreements 
Non-compete, Solicitation, etc.  
Confidentiality and Non-disclosure Agreements 
  
Time and Attendance /Time-sheet Card 
  
Payroll Management System 
  
Direct Deposit Form 
  
Performance Evaluation Forms 
  
Forms for requesting time-off and/ or Leave of Absence 
  
Compensation and Benefits 
  
Employment Tax Forms: 
For additional information about payroll taxes, filing, withholding requirements, and insurance 
requirements, please refer to the Corporate and Taxes Checklist. 
 

 

SEPARATION OF EMPLOYMENT 
 

Separation and Release of Claims Agreement 
 



 

POLICIES 
These policies may be included in the Employee Handbook  

Compliance with Employment Protection Legislation 
  
Anti-Harassment and Non-Discrimination Policy 
  
Sexual Harassment 
  
Equal Opportunities 
  
Time and Attendance 
  
Meal and Break Periods 
  
Discipline and Termination 
  
Grievance Procedures 

 
Health and Safety in the Workplace 
  
Reasonable Acommodation 
  
Conflict of Interest 
  
Drugs and Alcohol 

 
Dress Code 

 
Cellphone Use 

 
Training 

 
Covid-19 Related Policies 

 
Policy Changes 
Reserve your company´s right to change policies.  

 
DISCLAIMER: 
 
Please note that the information furnished herein comprehends basic guidelines and suggestions 
regarding human resources management and does not intent to substitute professional 
counseling. We strongly encourage you to seek professional legal advice.  
 
For additional information and personalized counseling, you may contact us at: 787-300-3200 or 
aevazquez@ecija.com .  
  
 



 

 

 
 

Doing Business in Puerto Rico: 
CORPORATE AND TAXES CHECKLIST 

 
FORMS TO BE FILED BEFORE COMMENCING OPERATIONS 

 
Incorporation or registration to do business in Puerto Rico 
http://www.estado.gobierno.pr/   
Federal Employer Identification Number  
https://sa.www4.irs.gov/modiein/individual/index.jsp   
Employer Account Number (Puerto Rico) 
  
Waiver Certificate for Corporations Rendering Services in Puerto Rico  
(May be requested if the Company meets eligibility criteria)  
 

 

Merchant Sales Tax Registration 
 

Municipal License Tax 
  

FILING REQUIREMENTS AFTER COMMENCING OPERATIONS 
 

Corporate Income Tax Return-Puerto Rico Treasury Department 
  
 Sales Tax- Puerto Rico Treasury Department 
  
Municipal Sales Tax (If applicable) 

 
Informative Returns- Puerto Rico Treasury Department 

 
Municipal License Tax (“patente municipal”) 
  
Municipal Revenue Collection Center- Personal Property Taxes 
http://www.crimpr.net/   
Corporate Annual Reports- P.R. Department of State 
https://www.estado.pr.gov/es/formularios-para-corporaciones/   

Payroll Filing Requirements 
 

Social Security and Medicare Taxes (FICA Taxes) 
Electronic deposit- U.S. Department of Treasury  

Employer´s Quarterly Federal Tax Return 
(If social security and Medicare were withheld for the quarter)  
Withholding Statement (W-2/499R2/W2PR) 

 
Quarterly return of Income Tax Withheld- Puerto Rico Treasury Department 

 
Monthly Deposit of Income Tax Withheld - Puerto Rico Treasury Department 

 



 

 
 
 
DISCLAIMER: 
 
Please note that the information furnished herein discusses major tax requirements, reports, returns, 
forms, and notices applicable to Corporations doing business in Puerto Rico. Notwithstanding, 
additional requirements may apply to certain type of businesses. We strongly encourage you to 
seek professional legal and tax advice.  
 
CIRC.230 Notice: Any U.S. Fed. tax advice that may be contained in this communication 
(including attachments) is not intended or written to be used, and cannot be used, by any person 
for the purpose of (i) avoiding any tax penalties or (ii) promoting, marketing or recommending to 
another party any transaction or matter addressed herein 
 
For additional information and personalized counseling, you may contact us at: 787-300-3200 or 
aevazquez@ecija.com .  

  
 

 

Reconciliation Statement- Puerto Rico Treasury Department 
On or before January 31 of each year  
Chauffer´s Insurance  
For employers with employees who drives motor vehicles: 
https://www.trabajo.pr.gov/seguro_choferil.asp   

State Unemployment and Disability Insurance 
https://patronos.trabajo.pr.gov/patronos/acercade.aspx?Id=228&M=286&F=12   
Workers Compensation Insurance- PR State Insurance Fund 
https://portal.fondopr.com/account/signin   


