
AL ADMH 

Transition 

Paperwork 

Training
Documents required to be 

completed to enroll with Acumen 

Fiscal Agent!

Helping create a positive, long-lasting 
impact on people’s lives.

Welcome to Acumen!
Thank you for joining the Acumen Family!
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OUR MISSION
Acumen Fiscal Agent facilitates 
freedom, choice and opportunity 
through innovative fiscal agent 
solutions.
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Using Microsoft Teams

• Ensure both the Camera & the Mic are disabled 

(as pictured above with a line through them)

• Today we will not be using the Chat (disabled) or 

Raise hand features

• Click the Q&A button to type & send your 

question during the meeting

• To enable closed 
captioning:
 Click the More 

button (three dots)
 Select Language and 

speech
 Click Show live 

captions 

• OR press ALT+Shift+C 
on your keyboard
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Using the Q&A button
1. After clicking the Q&A button, 

type your question in the Ask a 
question field
 Please do not include any 

confidential information or 
the question cannot be 
published & answered

2. Click the Ask button

3. Message posted displays

4. Moderators review, 
approve & post your 
question



Agenda
Transition Referral FormReview

Transition Packet & DocusignReview

Transition Employer PaperworkReview

Q/A SessionReview
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ADMH Transition 
Referral Form



What to Complete
• I have 1-2 Employees
• ADMH Transition Referral Form
• I have 3 or more Employees:
• ADMH Transition Referral Form
• ADMH Transition Additional Employee Referral 

Form (For each employee past the first two)
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ADMH TRANSITION REFERRAL FORM

• Employee Mailing 
Information is at the 
top, Employee Tax 
Settings at the 
bottom

• Federal Filling Status
• Federal Exempt?
• Employee’s  Driver 

License
• Employee’s Driver 

License State Issued
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ADMH TRANSITION REFERRAL FORM
How Employee selects to be 
paid!
1. Direct Deposit

• Complete the remaining 
sections for Account 
details

• Must also supply a bank 
letter or voided check

• Can select more than one 
bank account

2. Paycard (Cannot be sent to a 
PO Box)
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ADMH TRANSITION REFERRAL FORM
Service Name and the 
Additional Employee Pay Rate
• List each service name 

approved and the hourly 
payrate for each service 
code

• Payrate must be listed in 
numerical format (20.00), 
cannot write “max amount”

• Complete and sign bottom 
section
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When to Complete
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Turn in your paperwork as soon as possible. 

To avoid delays, please submit the Referral 
Form by Monday, November 3, 2025.

The deadline to submit your Transition Packet: 
Docusign Documents and Notarized DOL 

POA is November 21, 2025.



ADMH Transition 
Packet & Docusign



Transition Packet & DocuSign

• Packets will be sent via 
Docusign

• Be sure to check both junk 
and spam folders if unable to 
locate the email in your inbox

• Click the Review Document 
button to get started 
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Transition Packet & DocuSign
• Enter the last four digits of the employer’s social security number in the Access Code field

 Packets were sent to employers

• Click Validate to get started 
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DocuSign Signature
There are three options to add a 
signature in DocuSign:

1. Select a signature style OR 
2. Draw your own signature OR 
3. Upload an image of your signature 

• To select a signature style provided by 
DocuSign (option 1):
 Click the Select Style tab
 Confirm your full name
 Confirm your initials
 Optionally, click the Change 

Style link.
 Choose a style
 Click the yellow Adopt and Sign 

button
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DocuSign Signature
• To draw your own signature (option 2), you must have a touchscreen device:

 Click the Draw tab
 Draw your signature in the provided space
 Optionally, click the Clear link to erase and start over.
 Click the blue Adopt and Sign button
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DocuSign Signature

• To upload an image of your 
signature (option 3), the 
signature image must be 400 x 
145 pixels for best results:

 Click the Upload tab

 Click the Upload Your 
Signature button

 Select the image of your 
signature that is saved on 
your device

 Click the yellow Adopt and 
Sign button
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Transition Packet & DocuSign

• Optionally, click the 
download icon to 
download as a 
combined PDF or as 
separate PDFs, or click 
the printer icon to print.

• Click the yellow 
Continue button to 
proceed

Congratulations! 
You have completed the 

transition packet.
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Transition Packet & DocuSign

• Click the yellow Close button to exit the completed document 
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Transition Packet & DocuSign

• ER’s will receive a 
confirmation email 
from 
enrollment@acumen
2.net with a link 
allowing them to 
view their completed 
document
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ADMH Transition 
Employer 

paperwork



Employer Cover Page

• This is a checklist for the 
Employer to keep track of 
documents relating to 
becoming an Employer of 
Record.

No Signature Needed



Acumen Authorization Form

• Completed and signed by the 
Employer.

• Provides high level outline of Fiscal 
Agent duties.

• Collects demographic information.
Note: Employer and Client may be the 
same person in some instances.

Electronic Signature Accepted



Form 2678
Form 2678 – Appointment of Agent

• Appoints Acumen as Fiscal 
Agent with IRS.

• Sections with Red text are 
required.

• Phone number must have all 
10 digits or IRS may reject the 
form.



Form SS-4

Form SS-4 – Application for EIN
• Application for Federal Employer 

Identification Number
• Sections with blue text are required.
• Employer will sign and date this form.



Employer’s Previous Business Information

Employer’s Previous Business 
Information form
• Employer will sign and date this form.

• The purpose of this is to alert Acumen of any 
preexisting EIN/FEIN assigned to the 
Employer by the IRS prior to this enrollment. ​

• Employer signs and dates 



Employer Agreement

Acumen Employer Agreement

• Delineation of duties, rules and 
responsibilities of Employer, Fiscal Agent, 
and Program

• Includes attestation to a general 
understanding and conditions of the 
program.

• Signed and dated by Employer.

Electronic Signature Accepted



AL Department of Labor POA

Alabama Power of Attorney
1. AL POA form must be notarized.
2. The Employer will list their address 

at the top, then sign on the 'Duly 
Qualified Officer' line and date on 
the line above that.

3. Last, the Notary will sign & stamp 
the bottom left corner.
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Acumen In Person Assistance
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What to do Next?
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Please allow up to 5 business days for Acumen to 
process your referral and send you your Docusign 

packet. If you have not received your Docusign packet 
yet, you can ask about the status of your Docusign 

forms via enrollment@acumen2.net after 5 business 
days have passes since you sent your forms.

mailto:enrollment@acumen2.net


Helpful Resources
Utilize our Websites 

• AL ADMH - Training Materials for more help
• This will give you a full list of Training Materials for DCI/Paperwork

• Alabama State Page 
• This will give you AL specific details with Acumen Fiscal Agent

Contact the Acumen Support Team
For help with enrollment questions, DCI system questions, or payment issues

• Contact Us form at www.acumenfiscalagent.com/contact  

• Email us at: enrollment@acumen2.net 

• By Phone: (866)-560-0505
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https://acumenfiscalagent.zendesk.com/hc/en-us/articles/40777344103821-Alabama-ADMH-Self-Direction-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/40777344103821-Alabama-ADMH-Self-Direction-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/40777344103821-Alabama-ADMH-Self-Direction-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/40777344103821-Alabama-ADMH-Self-Direction-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/40777344103821-Alabama-ADMH-Self-Direction-Training-Materials
https://www.acumenfiscalagent.com/state/massachusetts/
https://www.acumenfiscalagent.com/state/massachusetts/
https://www.acumenfiscalagent.com/contact/
https://www.acumenfiscalagent.com/contact/
http://www.acumenfiscalagent.com/contact
mailto:enrollment@acumen2.net


QUESTIONS?

   Thank you!
acumenfiscalagent.com

Proprietary: For Acumen & Customer Use Only

https://www.acumenfiscalagent.com/
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