1420 Instructions for New Employees: (This should be provided to each applicant with a 1420)
1. Write clearly or type in information.
2. Enter your home address in section 3.
3. Leave sections 2, 4-7 and 11 empty.
4. Refer to the second page of the 1420 for instructions to complete the section on languages.
5. Please fill in the correct section for employment history and consultant services.  For example, if you are a consultant, you should not put this work experience in the employment history section.  Instead, it should be in the consultant service section.  For both sections start with the most current assignment/employer.     

6. If you were an employee, please fill in your gross yearly salary.  Gross salary is your total income excluding benefits, such as bonuses, retirement, and medical.  Reimbursable expenses should not be included in the gross salary.  If needed, please check with your employer to confirm your gross salary.  Please note that you calculate your gross salary before taxes are deducted. 
7. Your gross salary should be in the currency you were paid in and each of the last three years should be listed separately, even if you earned the same amount. 
8. Additionally, each time your salary is adjusted, even if you stayed at the same job/position/organization it must be reflected by a separate line in section 14.   
9. If you were a consultant, please provide you’re the dates of your consultancy assignments , your daily rate and indicate how many days you were paid this rate.  The rate is in the currency you were paid.  Please feel free to add an additional page in to section 15 in order to list every consultancy you have provided in the last three years. 
10. For both employment and consultant services, please provide a contact name and telephone number/email so that AED can verify the salary and employment history.

11. Please sign and date section 16.  
