
TRAINING &
ORIENTATION

Personal Preference Program 



TRAINING TOPICS
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 Company Overview

 Participant Enrollment Forms

 Employee/Worker Enrollment Forms

 Program Reminders

 Resources



COMPANY 
OVERVIEW



MISSION & CORE VALUES

Empowering Independence. Sharpened  
by experience and amplified by 
modern  technology, Palco advocates for 
people to  live independent lives.
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25
over

years of FMS 
experience

1st
VF/EA in 

the country

100%
Certified Public Accountant 
(CPA) and privately owned

Women owned and 
operated

Nationally-recognized 
thought leaders in self-

direction
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of Support Broker 

Experience

ye
ar
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COMPANY HIGHLIGHTS

18
Programs Served

$580M
In total payroll and vendor 

payments administered



Participant Enrollment Packet
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Participant 
Packet 
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Participant 
Referral & Intake

Intake Form

 Form must be completed 
in entirety.

 All information on form is 
needed for enrollment.

 Palco’s online enrollment 
process is quick and easy. 
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3 Types of Authorized 
Representative:

 Voluntary- Participant may 
choose to appoint an AR for 
various reasons.

 Predetermined- Participant 
has a predetermined 
representative such as legal 
guardian or court appointed in 
place.

 Mandatory – Participant has 
misused the budget or is 
unable to manage the 
program. Minor children as 
well.

Participant Authorized
Representative 
Designation Form 
(Optional)



Employer Authority 
Agreement 
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Consent Form 
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Consent Form
Continued 
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Duplication of 
Service
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Criminal 
Background Check 

Selection
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Rights & 
Responsibilities
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M-5008-R
Appointment of Taxpayer 

Representative
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TAX        
DOCUMENTS



SS4
Application for Employer 

Identification Number
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TAX        
DOCUMENTS



2678
Employer/Payer Appointment of 

Agent 
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TAX        
DOCUMENTS



8821
Tax Information Authorization
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TAX        
DOCUMENTS



WORKER ENROLLMENT 



21

Worker 
Employment 
Packet



WORKER INTAKE
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WORKER 
INFORMATION & 
QUALIFICATION
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I-9 EMPLOYMENT
ELIGIBILITY
VERFICATION

24



I-9 EMPLOYMENT
ELIGIBILITY
VERFICATION
Continued
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I-9 EMPLOYMENT
ELIGIBILITY
VERFICATION
Continued
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PAYROLL
INFORMATION 
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IRS FORM W4
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New Jersey W4 State 
Withholding
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PAY SELECTION & 
DIRECT DEPOSIT
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WORKER RATE OF PAY 
INFORMATION
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ELECTRONIC VISIT 
VERFICATION (EVV)
LIVE-IN-EXEMPTION
(OPTIONAL)



Program 
Reminders  
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NJ Sick Time 

 Sick Time must be submitted
within 30 days

 Sick Time can be requested on
“Sick Time Request Form”

        OR
 submit via Connect.

 Sick Time can be rolled over
from previous calendar year,
up to 40 hours.

 Sick Time is submitted by the
Participant



 Caregivers can create a profile to
showcase skills and availability in hopes
of gaining employment.

 Participant can post  job description for
positions they are seeking to fill.

 Totally free and is operational for all
Palco’s self-direction programs!

PALCARE
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PalCare is Palco’s self-direction job 
board for connecting prospective 
Participants and Caregivers for long-
term meaningful career relationships. 

To get started with PalCare, visit:
palcare.palcofirst.com



CUSTOMER 
SUPPORT & 
RESOURCES



You can find many helpful resources, 
training documents, forms, and 
videos on the Palco website!

RESOURCES
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https://palcofirst.com/new-jersey-ppp/

New Jersey
Coming Soon



 Participant Handbook
 Key Terms and Information
 Roles and Responsibilities
 Role of the VF/EA, FMS
 Role of the Participant/AR
 Hiring a Worker

VF/EA PPP Handbook
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CUSTOMER SUPPORT
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Palco NJ Enrollment Email: 
EnrollNJ@palcofirst.com  
Palco NJ Customer Support Email: 
NJPPP@palcofirst.com
Website: https://palcofirst.com/new-jersey-
ppp/

Important Phone Numbers:

Customer Support Line: 732-351-4804
Toll Free Number: 877-710-0457
Customer Support Fax Line: 877-859-8757

Horizon PPP Contact Information
Phone: 1-855-465-4777

https://palcofirst.com/new-jersey-ppp/
https://palcofirst.com/new-jersey-ppp/
https://palcofirst.com/new-jersey-ppp/
https://palcofirst.com/new-jersey-ppp/
https://palcofirst.com/new-jersey-ppp/


QUESTIONS



THANK YOU
FOR YOUR TIME!
For more information about Palco, visit:
Website: https://www.palcofirst.com
Email: NJPPP@palcofirst.com
Customer Support Contact: 1-877-710-0457

https://www.palcofirst.com/
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