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Year-End Best Practices




1943 Form W-2

Form W-2

U.S. TREASURY DEPARTMENT
INTERMAL REVENUE SERVICE

STATEMENT OF INCOME TAX WITHHELD ON WAGES Calendar Year

By Employer

(EMPLOYEE'S RECEIPT) 1943

INSTRUCTIONS TO EMPLOYER

Frepare this form in duplicate for each
employee from whom a tax has been
withheld. Furnish original to employee.
Forward duplicate with Return of Income Tax
Withheld on Wages, Form W-1, for the fourth
quarter of the year (or with the employer's
final return, if filed at an earlier date). (See
Circular WT.)

INSTRUCTIONS TO EMPLOYEE

This is your receipt for Income
Tax (including Victory Tax)
withheld. You should keep it for
use in preparing your Income and
Victory Tax return for 1943, and as
evidence of tax withheld.

EMPLOYEE
TO WHOM
PAID

(Print full name of employee, home address, and social security number, if any. If employee is a married
woman, name of husband should also be furnished)

EMPLOYER
BY WHOM
PAID

(Name and address of employer)

STATEMENT OF INCOME TAX WITHHELD ON WAGES

Wages paid during the calendar year 1943

Amount of income tax withheld



72 Years Later - 2015 Form W-2

\

; a Employee’s social security number | For Official Use Only »
geeee void ] OMB No. 1545-0008
b Employer identification number (EIN) 1 Wages, tips, other compensation 2 Federal income tax withheld
¢ Employer’s name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
5 Medicare wages and tips 6 Medicare tax withheld
7 Social security tips 8 Allocated tips
d Control number 9 10 Dependent care benefits
e Employee’s first name and initial Last name Suff.| 11 Nonqualified plans 12a See instructions for box 12
C
i
13 ooy pane o dekpny” | 12b
(1 00 [0 : |
14 Other 12¢c
C
i
12d
%
i
f Employee’s address and ZIP code
15 State Employer’s state ID number 16 State wages, tips, etc. 17 State income tax 18 Local wages, tips, etc. 19 Local income tax 20 Locality name

|

w-z Wage and Tax Statement

Form

2015

Copy A For Social Security Administration — Send this entire page with
Form W-3 to the Social Security Administration; photocopies are not acceptable.

Department of the Treasury —Internal Revenue Service
For Privacy Act and Paperwork Reduction
Act Notice, see the separate instructions.

Cat. No. 10134D




72 Years Later - 2015 Form W-2

Form W-2 boxes \

Bow 1 WAGES, TIPS, OTHER COMPERMSATION
Bow 3 FEDERAL INCOME TAX WITHHELD

Box 3 SOCIAL SECURITY WAGES

Bow 4 SOCIAL SECURITY TAX WITHHELD

Bax 5 MEDICARE WAGES AND TIPS

Bo & MEDICARE TAX WITHHELD

Baox 7 SOCIAL SECURITY TIPS

Box 8 ALLOCATED TIPS

Rox 9

Box 10 DEPENDEMNT CARE BENEFITS

B 11 HOMOUALIFIED PLANS

Bos 12 Refer to the Box 12 tab for box 12 codes
Bow 13 Status check bowes

Bowe 14 OTHER

Box 15 STATE

Box 15 EMPLOYER'S STATE D WURRER

Bowe 16 STATE WAGES, TIPS, ETC.

Box 17 STATE INCOME TAX

Box 18 LOCAL WAGES, TIPS, ETC

Box 19 LOCAL INCOME TAX

Booe 20 LOCALITY MAME

Bow & EMPLOYEE'S SOCIAL SECURITY NUMBER
Bow B EMPLOYER'S IDEMTIFICATION MUMBER (EIN)
Box C EMPLOYER'S MAKME, ADDRESS AND ZIF CODE
Box D CONTROL NUMBER

Box E EMPLOYEE'S NARE

Aox FEMPLOYEE'S ADDRESS AND ZIF CODE

Box 12 \\

Uncollected Social Security or RRTA tax on fips

Uncollected Medicare tax on tips

Taxable cost of group-term life insurance over $50,000

Elective defeerrals to a section 401(k] cash or deferred
amangement including a 401(k) SIMPLE

Elactive deferals to a saction 403{b) salary reduction agreement
Flective deferrals toa section 408{k)6) salary reduction SEP

Hlective and non-glective deferrals and employer contributions
to a section £57(b) defarred compensation plan

Flective deferrals to a section 501 (c)(18KD) tax-exempt
arganization plan

MNan-taxable sick pay (not included in boxes 1, 3, or 3)
20 percent excise tax on excess golden parachute payments

Substantiated Employee Business Expense reimbursement
(non-taxable)

Uncollected Social Security or RRTA tax on tasable cost of
group-tarm life insurance pver $50,000

Uncollected Redicars tax on taxable cost of group-tem lifs
insurance gyer 550,000

Excludable moving expense reimbursement
Man-taxable combat pay {not supgorted by Ceridian)

Ermployer contributions o your Archer Medical Savings
Account (M54)

Employe salary reduction contributions 1o
Section 408(p) (SIMPLE)

Adoption benefits (not included in box 1)

Box 12 continued

W Income from exercise of non-statutory stock option(s)

W Emplover contributions to your Health Savings Account

¥ Deferrals under a section 4094 nonqualified defemed
compansation plan

Z Income under a section 4094 nonqualified deferred
compensation plan

& Designated Roth contributions to a section 407(k) plan

BE Designated Roth contributions under a section
403ib) plan

D0 Cost of employer-spansored health coverage. The
amount reported with code DO isn't taxable

Et Designated Roth contributions under a govemmental
section 457(b) plan. This amount doesn't apply to
contributions under tax-exempt organization section
457(b) plan,

Box 13 \

It “Retirement Plan” is checked, special limits may apply
to the amount of traditional IRA contributions that you
may deduct, Also, the elactive deferrals in box 12 {codes
O, E, F, and 5) and designated Roth contributions (codes
A& and BB) for all employees, and for all swch plans that
you belang to, are generally imited to 517,500,




Year-End Survival
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Year-Round Plan




Year-Round Plan

Agenda
= Year-Round Checklist
= Training and Resources
= Qutsourcing Options
= Proactive Approach
= Audit! Audit! Audit!
= W-2 and Special Reporting
= Dates and Deadlines
= Make the most of your workday




DAYS UNTIL 1/1/2016




Plan of Attack

= Build a foundation

= Create a Year-Round Team

= |nclude all who touch year-end

= Develop a strategy plan
= Year-Round Checklist
= Simple but detailed

= Proactive: Stay on track

= Know your resources

= |nternal / External / Websites




Year-Round Checklist

= |tems to list /
= Tasks, activities, processes M—- \

" Include year-round items [\
= Monthly / Quarterly / Year-End

= Accountability
= List who, what, where, when, and resources to accomplish task

" Living document
= Add, change, delete throughout year
= What went wrong = Review to modify or delete the task
= What went right = Review to maintain or modify the task

10



Request Third Party Updates

401(k) vendor U E

Benefit carriers |\. '

Banks
Third Party Sick Pay

Payroll Provider: Procedures, software updates, deadlines
Internal Changes: Procedures, software updates, deadlines

11



Communicate, Communicate, Communicate!

* Communicate internally and externally
= Payroll changes: Changing banks, frequencies, transfers O \//‘) @
= Tax changes: Mergers, acquisitions, closures, ID changes a &
= Reporting requirements: 401(k), third parties }*
= Timekeeping system updates: Accruals, schedules, holidays ¥
= Deduction updates
= General ledger updates
= Vacation/sick/holiday policy changes
= Pay grade changes

" Processing Schedule for 2015 and 2016

= Bonus or special adjustment payrolls

= Wage and tax adjustments

= Review communications regarding deadlines

12



Year-Begin

Update deductions and limits
Update vacation/sick/holiday accruals
Update employee master changes

Frequency Change
= Pay rates, deductions, limits, tax elections, accruals, calendar
Review Calendar: Verify check dates with holidays
Update software:

= General Ledger, Accounts Payable

Backups! Backups! Backups!

13



Training: Knowledge is Power

= Training is an Investment!

= Know Your Resources
= Payroll Provider Service Team

Websites: IRS, DOL, APA, Google

= Cruise the Internet
= APA: www.americanpayroll.org

= |[RS: www.irs.gov

User Groups: APA Chapter Meetings, Linked-In

Books: CPP or FPC Reference Manuals from APA
Internal: Company attorney, CPA or tax advisor

TIP:

Setup a reminder in Outlook

Calendar to review web sites.

Include links in reminder.

14


http://www.americanpayroll.org/
http://www.irs.gov/

Resources:

IRS: www.IRS.gov
= What’s Hot
= |RS: W-2/W-3 Instructions
= http://www.irs.gov/instructions/iw2w3/ch01.html

SSA: www.socialsecurity.gov
= SSNVS: Social Security Number Verification Service
= My Social Security Account (Educate Employees)

DOL: www.DOL.gov
= WHD > Minimum Wage Laws by State

Small Business Administration: www.sba.gov
= Filing & Paying Taxes > State Tax Obligations

American Payroll Associations: www.americanpayroll.org

= Links for Federal / State / Local websites

15


http://www.irs.gov/
http://www.irs.gov/instructions/iw2w3/ch01.html
http://www.socialsecurity.gov/
http://www.dol.gov/
http://www.sba.gov/
http://www.americanpayroll.org/

Website Resources: Agencies

FEDERAL RESOURCES:

IRS WWW.I1S.20V

IRS Forms www.irs.gov/formspubs/index.html

IRS E-Newsletters http://www.irs.gov/uac/e-News-Subscriptions-2

US Department of Labor www.dol.gov Minimum Wage Laws by State
Social Security Administration WWW.852.20V

US Immigration & Naturalization

WWW.USCIS.Zov

STATE RESOURCES:

NC Department of Revenue www.dor.state.nc.us

NC Department of Labor www.nclabor.com

NC Employment Security WWW.NCESC.0rg

Commission O

NC New Hire Reporting http://newhire-reporting.com/NC- -
Newhire/default.aspx S

SC Department of Revenue www.sctax.org/default.htm 4

SC Department of Labor www.lIr.state.sc.us

SC Employment Security WWW.SCES.0rg

Commission

SC New Hire Reporting www.state.sc.us/dss/csed/newhire htm

16



Website Resources: HR/Payroll

INDUSTRY RESOURCES:

American Payroll Association

www.americanpayroll.org

Offers information such as: current events, tax agency
links, access to their publications, and a bulletin board
environment.

Small Business Administration

www.sba.gov

Filing & Paying Taxes > State Tax Obligations

Ascentis

WWW.ascentis.com

Resources link for APA training events

Yearend Processing Checklist

https://www.google.com/#g=payroll+

year+end+processing+checklist

Resources for year-end checklists

Employee Benefit News

www.benefitnews.com

Offers a number of free and member services
concerning benefits news and HR management.
The free section includes current events, magazine
articles, and a bulletin board area.

HRWorld

www.hrworld.com

Home of HR/PC magazine, the site offers numerous
HR information services, a majority of which are for
members.

Society of Human Resource
Management Site/HR magazine

www.shrm.org

Offers information about numerous HR issues and
trends. Magazine is available online.

WageWeb

www.wageweb.com

Offers salary survey data online that includes over 150
benchmark positions.

17



Website Resources — For Employer

IRS: www.IRS.gov
= What’s Hot
= Voluntary Worker Classification Settlement Program (VCSP)
= E-Newsletters: http://www.irs.gov/uac/e-News-Subscriptions-2

Subscribe To Quick Alerts
It's the free online service that is designed to keep Tax Professionals informed of e-file issues and
events almost the very moment they occur... 24/7

e-News for Payroll Professionals
e-Mews for Payroll Providers is a free electronic mail service designed to provide information
specifically affecting federal payroll tax returns.

Subscribe to IRS Tax Tips
Subscribe to Tax Tips to get tax information via e-mail from the IRS daily during the tax-filing season
and periodically the rest of the year.

Subscribe to IRS GuideWire
GuideWire subscribers are notified by e-mail when the IRS issues advance copies of tax guidance
such as Regulations, Revenue Rulings, Revenue Procedures, Announcements, and Motices.

Join e-News for Tax Professionals
The IRS e-Mews for Tax Professionals provides the latest national news for the tax profassional
community, as well as links to resources on IRS.gov and local news and events by state.

Subscribe to e-file News for Large Businesses
Subscribe to e-file News for Large and Mid-Size Corporations.

Subscribe to Exempt Organization Update

Subscribe to Exempt Organizations Update, a free e-mail service for tax professionals and
representatives of tax-exempt ocrganizations from the IRS. Subscribers recerve e-mail updates and
alerts from the IRS about developments in exempt organizations tax law and regulations, upcoming
IRS training and events, and other information.



http://www.irs.gov/

Outsourcing Options

= |s outsourcing an option?

* Document time to administer, process, verify and report

= Provide upper management with concrete evidence

General Ledger Compliance

Payroll

Emails

Training/Certifications

Workers Comp

Retirement Plans

Human Resources

Auditors

FSA

Tax

Benefits

Record Retention

Third Parties

Management

Accruals

ACA

Bank Reconciliation

1-9

COBRA

SSA

IRS

Expenses

Employees

Phone Calls




Outsourcing: Flex Spending Account

Flex Spending Account: FSA

Health: Medical, Dental and Vision

Dependent Care

Tax-savings benefits for both employee and employer
Offset any out-of-pocket expenses

Administer plan
= Plan Setup
= Provide Plan Document
= Open Enrollment

= Claim Substantiation

20



Outsourcing: COBRA

COBRA

= Administer plan

Provides training to employer for employee maintenance

Provide all required notices and documentation in required timeline

Manages rate renewals and plan changes

Ensure employer remains compliant under the law

21



Outsourcing: Workers Comp

Workers Comp

Most states require
Pay-As-You-Go Program
Competitive rates offered by various companies

No large down payment

Premiums calculated base on actual payroll data

Potential to minimize year-end audit adjustments

Pay-As-You-Go Program:

* Insurance premiums drawn from bank account with each payroll processing
* No down payment required

* No longer needing to guess amount to pay in advance

22



Outsourcing: 401(k)

401(k)

Full integration with payroll application
Employee deductions and employer match automatically drafted via ACH each pay
Payroll data is transferred to the TPA automatically
Year-end census data is completed automatically
Employee deduction changes made online
Increase employees retirement significantly

Low cost and low fee program

23



Outsourcing: Employee Self Service

Employee View

Master Information

= Name, address, SSN
Status and Position
Deductions

Taxes

Direct Deposit

Pay History

Tax Forms: W-2 or 1099

Home

Employee ®  Contact Information
Company {l'_n) ®  Status and Position
Maintenance » Deductions

Taxes

Tax Forms

Direct Deposit

Accruals

Pay History

= Employees elect to receive tax form online

*Reduce printing and shipping costs
*Decrease administrative hassles
*Improve data accuracy

24



Audit! Audit! Audit! ... You are responsible!

= Company-level

Company name and address
Tax identification numbers
Unemployment rates

Tax deposit frequencies
Earnings and deductions setup

o Verify taxes and W-2 boxes are updated correctly

= Employee-level

Name, address, SSN, wages, taxes, deductions
Review terminated and inactive employees during the year
Social Security Administration (www.ssa.gov)

o E-Verify: online verification tools available

Communicate with employees

o Review the paystub

o Print, review and approve Employee Profile document (sign-off sheet)
o Bulletin Board

25


http://www.ssa.gov/

AUDIT! AUDIT! AUDIT!

= Qutstanding checks > 30 days old

Accounts Payable: outstanding items for W-2
= Moving Expense, Business Expense, etc.

= Reconciliation is the key to success
= Balance as you go!
= Each payroll > month-end > quarter-end > year-end

= |ncentive: Fees associated with incorrect information
= Additional payroll runs
= Amended returns

= Reprint of tax forms
= Printing of W-2C forms

26



Audit! Audit! Audit!

Review Reports

FICA Variance Report
Employee Profile Report
W-2 Edit Report

ACA Report

Deductions and Limit Report
Accrual History

Third Party Sick Pay

. R

o 4

Payroll Register with year-to-date information

Termination List
Quarterly Returns verses Year-end Reports

Company Tax Audit Report

Verify with payroll provider or
third parties to determine
reporting options.

27



Fica Variance Report

FICA Variance

C5R STORAGE COMPANY
Canpany (CSRSTORE)

Procsss:

No records were found with a variance greater than 0.01

Check Dates: 01012004 1 12302014

2014010100 1 2014123160

gt
1

Employee ~ Empld Status Check Type Check Date

Social Security

Process ~ Wages Caleulsted  Withheld Variance Wages Caleulated

Janes, Tom |58 A Reg  OLIE/I3
Jones, Tom |58 A Manual —~ 01/18/13

2013011801 147515 91.46 9350 204 0.00
2013011801 75525 46.83 478 205 0.00

1.13040 138.29 138.28 0.01 000

Medicare

4594 0.00
4594 0.00
91.87 0.00

Withheld  Variance

45.94
45.94

91.87

28



Employee Profile

- Master Demographic
- Rate/Salary

- Tax Information

- Deduction

- Pay History

Geller, Monica A
123 Montana Hills Rd Emp i 1 Status A Emp Type Home #
Charlotte, NC SSN 131454466 Pusition Statutory 0.00 Work #
28212 DoB 06/15/1960( 534) Title Seasonal 0.00 Ext.

Gender F Pay Group Domestic Emp No Email

Marital Status 5 Job Code Probation 0.00 Mail Stop
HireDate  0LOL2010  Visa Type Tax Form w2 Union Nickname
Rehure Date Exp WCC 1M Union Date surmame
Term Date Citizen EEOC Collect Dues No Prior Last
Term Reason 19 Verified No Supervisor ID Paid Init. Fees No Disability
Adj Sen Date 19 Revenfy Name Veteran Smoker No
Pension Mo Deceased No Def Comp No Legal Rep No
Rate/Salary Information
AutoPay RateCode Diescription Rate Salary Effective  Duates Department D
Pay Frequency B 2 Rate 2 1100 032172003 to 12/312100 Branch 300
OT Excmpt No 2 Rate 2 13.00 10012000 to 12/31/2100 Dhvision 10
Deefault Hours 0.00 3 Rate 3 12.00 032172003 to12/31/2100

Hase Base Rate 10.00 032172003 to 12/31/2100

Tax Information
Employee Tax Status  Add| Amount Effective Dates Default  EmployerTax Effective  Dates Default
MED Medicare 000 090120106 23N2100 Yes MED-R Medicare - Emplover 090172010 10 1272172100
88 DASDI 000 0@0L 20106 2Z3N2I00 Yes S5-R  OASDI-Employer 09012010 1012/31/2100
FITW Federal Income Tax ~ 5-2 000 090120106 23N2100 Yes FUTA  Fed Uncmployment  09/01/2010 10 12/21/2100
NC North Carolina SITW 540 000 02012011 6I2312100 Yes NCSUL  North Carolina SUL 02012011 10 12/31/2100

Deduction Information

NCSUR NC State Reserve Tay (2012011 0 1231/2100

Code  Deduction Rase CaleCode Frequency  Goal/Paid MinMax/Annual Max ~ Amears  Agency Effective Dates

12 Testing 20,00 0.00v0.00 000000 0.0 0.00 CS-MISDU  09/00/2010 to03/012012
Health  Health 125 50000 MET 00000 (0,000 00/ 0.00 0.00 02/00/2011 to03/01/2012
IRA IRA 20000 0.00v0.00 000000 0.0 0.00 02012011 to03/01/2012
IRSTAX 30000 IRSLevy 0.00v0.00 000000 0.0 0.00 09/01/ 2010 to03/01/2012

DMrect Deposit Informatlon
Sequence No. Transit No. Account No.

Checking?  Account Name

Amount Code  Amount Prenote Date

Effective

Dates Exclude Special

100 ITTTTITIE 98463131

Yes Geeller, Monica A

g 100,00 01082014

102602013 to 12302100 No

29



W-2 Edit Report

Company -CSR STORAGE COMPANY

CSR STORAGE COMPANY Please confirm all company and employee data.
111 KEEP Return this report with any corrections ﬂlain%
STORAGE, IL 11111 marked at your earliest convenience. Thank You.
AZ: CA: CT:

FITW: 22.222222 FITW45: 222222222 HI:

HISDI-E: IL: 22-222222 IL: 22-222222

KY. 22.222222 KY-CUM1; 22.222222 MO-5TL1:

NC: 123123123 OH-COLA1: PA-DO40:

Department : D Branch : 100 Division : 5020
Beaufay, Phoebe Dawn ( 4) Statutory:  No SSN:  323-25-2645
9785 Sharon Amity Ln Retirement Plan: No Work State: NC
Charlotte NC 28211 ] Residence State: NC
Department : D Branch : 300 Division : 11
Tribiani, Joseph A( 95) Statutory: hla SSN: 585-55-4544
1615 Sunnyside AveApt 13A Retirement Plan: Work State: NC
Charlotte, NC 28204 (Roth 401k) Residence State: NC

Review the Retirement Plan check box (W-2 Box 13)




Company Level Tax Audit

Tax Code Tax Description EIN Start Date End Date
CA Califorma SITW 01/01/2014 12/31/2100
CAETT CA Edu & Training 01/012014 12/31/2100
CASDI-E CA SDI - Employee 01/0172014 12/31/2100 »
CASUI Califorma SUI 01/01/2014 12/312100 »

CO-DEN2  Denver, CO 01/11/2014 01/0172100
CT Connecticut SITW 01/01/2014 12/31/2100
CTSUI Connecticut SUI 01/0172014 12/31/2100 »
FITW Federal Income Tax 01/01/1900 12/31/2100




Balance As You Go

Wage and Tax Report: |
g p ® » ¥ |
Taxable Wages and Taxes = 941 Report
Report Total
Employees 23 Code Eaming Hours Amount Code  Deduction Ameunt Code  Tax Taxable Amount Ce<de Tax Tamable Amsunt
Femals 11 F1Em 01K Mau 535 T33O0 125 Denia I;E.tiﬁ 0C j &5 FUTA  Fed Unsnpk T3 = TIEEE
Male 11 Auate  Aumo 230000 125H 125 Healtt 403.32 GA Georgia STTV ET7.0d0 41084 GAAST GA Admin s 03200 1.52
GT1 Group Tal 4460 125V 125 Visioe 65.75 ES Eansaz STTW 2120124 1108.00 GASUI Georgia SUIL 203200 5314
oT Cruertime 5.00 211.80 401k 401k 378517 MED Medicars 178020 77 23B240 ESSUT  Eansas SUT 247500 2o 00
Feg Bagular 5005 .00 18175360 Ade Advance T5.00 MO Mhzsoar SIT 32341351 235000 MED-E. Medicare - E 17B000. 77 2582 24
Auato Auato ot 2500.00 MT Mew Jarsey 3750940 127700 MOAST Mizsouri SUI 2172605 o000
car car allowa -20.00 WIFLI- MIFLI-EE 0.00 000 MOSUL Missouri SLI 21 T26.05 TE2.58
Child Child Sup §20.00 WITHI-E MNJ Healthcar G980 40 000 MOSUR MO Auatomai 21 T26.05 0.00
GTL  Group Tex 44.60 WISDI NI SDI-EE GBS 40 3405 NIHI WT Healthcar GOEL 40 000
Loan 40IkEEL 30.00 WISUL WISUI-EE GBS 40 26.74 NIHISP NI Healthcar GOEL 40 000
Loan? EE Loan 470.00 WIWD- NJT Workforc GUES 40 287 NISDI New Jersey £ GOED 40 3496
WY New Yook 51 251B6.56 1480.57 WISUI New Jersey < GOED 40 13748
WYSDI WY Disabilic 0.0 240 NIMD  NT Workforc GOEE 40 B0
OK Oklahoma 51 565400 23600 NYCLA WY Fe-empl .00 000
BA Pennsyivania 123B5.63 GET 10 WNYISUT New York 51 000 000
PASTUI PASUL-EE 2300200 1247 OESUI Oklahoma ST S030.00 2806
55 0ASDI 17B020.77 T4B0I0 PASUL  Pennsylvaoia 440400 16308
55-E DASDI - Em 178000.77 1104220
Total Earnings ST TEEEINE Total Deductons TI00F Tofal Employes Taxes HIETFT Total Emplover Tazes TFI3TEd

" . T T T T T T T T T LTI T
Part 1: Answer these questions for this quarter. | www.irs.goviformaan. |
1 Number of employees who recelved wages, tips, or other compensation for the pay period

including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4) . . .

2 Wages, tips, and other compensation, .. ................... . .ciuriiiniii s

3 Income tax withheld from wages, tips, and other compensation . . _.......... .. .............

EI Check and go to line Ge.

4 If no wages, tips, and other compensation are subject to social secur

Column 1 Column 2 For 2014 1 | o .
ar ne amployae social secunty
538 Taxable social security wages. . . 178099.77 . = 18522.38 tas rate is 4.2% and the Madicare tax

5b Taxable social security tips . . . .. 0.00] x.104= 0.00 g t; o b 6 o o o
5¢C Taxable Medicare wages & tips. . 178099.77| x.oea= 5164.89 Medlicare tax rate is 1.45%.

23687.27




Special W-2 Reporting

http://www.irs.gov/publ/irs-pdf/iw2w3.pdf

Deduction Type W-2 Box Deduction Type W-2 Box
401(k) Box 12 — Apply option 26 to
Code D NJ SIT Wages
403(b) g“‘z 12E_ MSA — Employer Box 12 —
oce Contribution Code R
A08 Box 12 —
Code S Adoption Benefit Box 12 —
457 Box 12 — Code T
Code G Non-statutory Stock | Box 12 —
501 Box 12 — Option Code V
Code H HSA — Employer Box 12 —
Employee Business Box 12 — Contribution Code W
Expenss Coge L 409A Non-qualified | Box 12 —
Dependent Care Box 10 deferral Code Y
409A Non-qualified Box 12 —
MNon Taxable 125 Wage Summary income Code 7
Other Pre Tax Wage Summary Roth 403(b) Box 12 —
Code BB
Roth 401(k) Box 12 —
Non-qualified 457 Box 1, 16,18 Code AA
Distribution Health care costs — Box 12 — Code
Non-qualified Box 11 Employee bb
Distribution Health care costs — Box 12 — Code
Employer DD
Mon Taxable Box 12 — Roth 45?“:}} Box 12 — Code
Moving Code P EE
Other Box 14 Group Term Life Box 12 —
Compensation Insurance Code C
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Fringe Benefits

W-2 Box: 1, 3,5

= Memberships to health or country clubs
2 % = Company-paid airfare for personal use
= Non-business expenses

= Personal use of a company car (not 100% personal)

TIP: Fringe benefits not itemized on W-2 but included in box 1, 3, 5.

34



Section 125 Plans — Cafeteria Plans

Dependent Care: Box 10

Adoption Benefit: Box 12 Code T

Health Savings Accounts: Box 12 Code W

= Employer Contribution

= Employee Deduction (if part of 125 Plan)
= Health Care Costs

= Employee - Box 12 Code DD

= Employer - Box 12 Code DD

35



Group Term Life Insurance

= GTL > S$50,000

= Taxable for Social Security & Medicare

= May be taxable for SIT, SDI and/or Local

= Included in Box 1 Wages, Tips and Other Comp
" Included in Box 12 Code C

= Preferred method of input is to calculate with each pay period

36



Excludable Moving Expense

= Deduction Setup:

1. Non-qualified - Taxable to employee

2. Qualified — Exempt from taxation
o W-2Box 12 Code P

37



Third Party Sick Pay

= Payments and taxes must be reported on 941
= W-2 Box 12J for Non-Taxable Portion
= W-2 Box 13 Check Box
= W-2 Box 14 (Optional)
= Who is doing the 3PSP W-27
= You or the vendor
o If You = Communicate with payroll provider
= Be aware of the cut-off dates in filing
= |RS Publication 15-A

= Employer’s Supplemental Tax Guide
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Deferred Compensation

401(k) — Box 12 Code D
403(b) — Box 12 Code E
408(k)(6) — Box 12 Code F
457 —Box 12 Code G
501(c)(18)(d) —Box 12 Code H
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Roth 401(k) or 403(b)

After-tax 401(k) and 403(b) plans
= Contributions are taxed out of current earnings

= Annual deferral limit on 401(k) contributions and catch-up applies to
combined amount of standard pretax and Roth 401(k) deductions

= W-2Box 12
= 401(k) with code AA
= 403(b) with code BB
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Deferred Compensation Limits

Automatic Deferral Limit ($18,000)
= Deduction stops when YTD deduction reaches limit

Catch-Up Limit ($6,000)
= Employees aged 50 or over and participates in plan

= Compensation Limit ($265,000)

= Deduction stops when YTD earnings reaches limit or when deferral limit is met

(whichever occurs first)

= Mid-year limits?
= Limit keyed lower than federal limit
= Example:
- New Hire on 6/1/current year
- 401(k) contribution from prior employer: $8,000

- 401(k) deduction setup with a limit of $10,000
o Current year information will be correct.

o What about employee's deduction record for next year?
o Check your limits!
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W-2 Box 13: Retirement Plan Indicator

Form W-2 Box 13 Retirement Plan Checkbox Decision Chart

Type of Plan Conditions Check Retirement Plan Box?
Defined benefit plan (for example, a traditional pension | Employee qualifies for employer funding into the plan, |Yes
plan) due to age/years of service — even though the

employee may not be vested or ever collect benefits
Defined contribution plan (for example, a 401 (k) or Employee is eligible to contribute but does not electta |No
403(b) plan, a Roth 401(k) or 403(b) account, but not a | contribute any money in this tax year
457 plan)
Defined contribution plan (for example, a 401(k) or Employee is eligible to contribute and elects to Yes
403(b) plan; a Roth 401 (k) or 403(b) account; butnota |contribute money in this tax year
457 plan)
Defined contribution plan (for example, a 401 (k) or Employee is eligible to contribute but does notelectto | Yes

403(b) plan; a Roth 401(k) or 403(b) account; but not a
457 plan)

contribute any money in this tax year, but the employer
does contribute funds

Defined contribution plan (for example, a 401 (k) or
403(b) plan; a Roth 401(k) or 403(b) account; but not a
457 plan)

Employee contributed in past years but not during the
current tax year under report

Mo (even if the account value grows due to gains in the
investments)

Profit sharing plan

Plan includes a grace period after the close of the plan
year when profit sharing can be added to the
participant’s account

Yes

Each active participant covered by qualified plan via employee
or employer contribution at any time during the year

Contact CPA, tax attorney or advisor if unsure

http://www.irs.gov/pub/irs-pdf/iw2w3.pdf
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Know Your Dates & Deadlines

kem T oate | Complete

Training Events
Submit Projects to Payroll Provider
Open Enrollment Deadline

W-2 Hold Request Deadline
QE/YE filings and deposit dates

Adjustment Run Deadline

Print of W-2s

Adjustment Run:
Requires W-2C & Amendments

Delivery of W-2s

Train Employees to Access W-2s Online

Calendar

TIP:

Setup a reminder in Outlook
Calendar to review check list.
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Holidays Observed by Federal Reserve

Thanksgiving -2015
Christmas - 2015
New Years

Martin Luther King
Presidents’ Day
Memorial Day
Independence Day
Labor Day
Columbus Day
Veteran’ s Day
Thanksgiving

Christmas

11/26
12/25
1/1
1/18
2/15
5/30
7/4
9/5
10/10
11/11
11/24
12/26

Thurs
Fri
Fri

Mon
Mon
Mon
Mon
Mon
Mon
Fri
Thurs
Mon

Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed

IrRssssosmatipony

Holiday Day | Federal Reserve Payroll
Bank Holiday Processor

Closed
Closed
Closed

Closed
Closed
Closed

Closed
Closed
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Year-Round Checklist: Ongoing Tasks

Review last year’s checklist. Create a copy for a
starting point for this year.

4
L LS

Add new deductions.

Bookmark website resources now. It will be
make research easier later.

Verify the employee name and address on the
Form W-2.

Request updates to General Ledger.

List of Employee Names to verify that names are
formatted correctly and consistently.

Review and request updates for Payroll System
Reporting.

Review and request necessary updates to
Personal Time Off programs.

List of Employee Addresses to verify that
addresses are formatted correctly and
consistently.

Establish a year-end team. Invite representatives
from HR, benefits, finance/accounting, accounts
payable, and IT and your mailroom.

Review tax id #s and rates. Report any situations
with your payroll provider.

Review how to use your Tax Online services.

Education:

Attend training class or webinars.
Review documents, job aids, and websites.

Non-Tax Service customers:
Verify that all federal, state, and local details are
correct.

Balance your Excel spreadsheet to your payroll
register grand totals page for month-end.
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Year-Round Checklist: Quarterly Tasks

Check out the latest compliance updates.

Tax: Review QF reports.

Balance your audit spreadsheet to all of your

quarterly tax reports.

Request an outstanding check list to date.
Research any checks more than 30 days
outstanding.

Balance Box 1, 3, 5 — W-2.

Balance Box 12 —W-2 — Deferred
Compensation.

Check Box 13 — W-2 for accuracy.

Balance Box 12 —W-2 Code C — W2GRP.

Balance Box 12 —\W-2 Code P — Excludable
Moving Expense.

Balance and verify Third-party Sick Pay W-2.

Review terminated employees W2 data.
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Year-Round Checklist: Year-End Tasks

Communicate all necessary changes to your
payroll provider that will affect year-end or the
new year.

Research and plan for new limits,

Review the holiday and banking schedules for
the new year.

Remind employees to verify W-2 information
with a paycheck message or ina company
newsletter, break room poster...

Verify Form W-2 and any changes.

Review the timing for W-2 information with
third-party sick pay vendor.

Plan ahead for special processings.

Need an adjustment or bonus run?

Make sure all wage and tax errors or out of
balance Tax situations are cleared.

Holding W-2 Print? Verify when to submit the
W-2 Hold with payroll provider.

Verify deductions with limits
Develop a plan for entering new limits

Implement Timekeeping system changes.

e ——
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Benefit Open Enrollment

Eligibility

Benefit
Plans

Open Enroliment

v

Employee
Deductions

» Company-Level

o Carriers

o Tiers

[¢]

Eligibility Rules

[¢]

Rates

[e]

Plan Setup

o

Deduction Setup

Employee + 1

Employee + 2

Employee + Family
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Year-Round Checklist: Open Enrollment - Company

Task: Open Enrollment—- Company Level ‘

Setup new plan year.

Review tiers and age-bands.

Review eligibility rules.

Review plan rates.

Review carrier information.

Review benefit plans.
/  Update current plans.
« Add new plans.

 Archive old plans.

Review benefit deductions.

Add new plans and deductions.

Create/customize enrollment forms.

Create/update benefit reports.
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Year-Round Checklist: Open Enrollment - Employee

Task: Open Enrollment — Employee Level

Provide open enrollment packet.

Post open enrollment deadline reminders.

Hold benefit meetings.

Review employee data to ensure coverage
amounts will be calculated correctly.

Calculate benefit choices available and
generate open enrollment forms.

Review enrollment forms submitted.

Enroll employees in benefits for new year.

Audit! Audit! Audit!

Print confirmation statements.

Do you require a signed copy return?

Add/update/stop benefit deductions.

Audit! Audit! Audit!




Year-Round Checklist: Year-Begin Tasks

Update manual limits and adjustments for the
new year. Example: FSA, United Way, Accruals
for Vacation, Sick, Holiday.

IT: Updates!
IT: Back up, back up, back up!

Plan your first payroll of the year:

B Enter and verify all changes.
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Make the Most of Your Workday

Microsoft: Options > Spelling & Autocorrect

To increase typing speed and accuracy of words, company name, application names,
terminology and phrases used frequently.

"‘5 r Always check spelling before sending Spelling and Autocorredt...

v Ignore original message text in reply or forward

v “Replace text as you type
Replace: With: (& Plain text  Formatted text

recieve - receive

anme - name

js = John Smith

apa - American Payroll Association
s&m - Sales & Marketing

prd = Payroll Department

prm - Payroll Manager

cn - Company Name Inc.

cChw — www.companyname.com




Make the Most of Your Workday

Microsoft: Options
= Customize the Toolbar for quicker navigation

CO0EUREEI L@

Tip:
Use export option to save your customized toolbar.
If lose toolbar, you can import to reinstate.
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Make the Most of Your Workday

Microsoft Outlook 4[5 Inbox (7)
[d Completed

= Create folders to organize emails
[ Completed HV
[ Follow-up (18]
4 [ Reference
ACA
Agreements
APA
Billing Info
Billing Rpts 2013
Billing Rpts 2014
Billing Rpts CE-TF
BPO - New
Catalytic Coaching
Clockentry

Conv DE Project

L A A W W W WA WA WY

DocuSign




Make the Most of Your Workday

Microsoft Outlook: Options
» Auto Signatures: To save time in email replies

File Message Insert Options

@’ Create or modify signatures for messages, Sigﬂalures...| @ J@ @ ﬁ Qf

Attach Outlook Business Calendar |Signature
File Item  Card ~ -

Include

Dear X,
Thank you for your email. Your request will be processed and you will receive a
follow-up within 48 hours.

Sincerely,
Payroll Department
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Make the Most of Your Workday

Microsoft Outlook: Create categories to help organize and search for emails

— |
|

Cateqgorize

-

EFE OO EEEEREO

Added to Salesforce
Birthday

Business

Daon't Sync with Salesforce
Field Support
Meeting

Personal

Phane Call

Project

Tasks

Training Event

All Categories...

Set Quick Click...

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

| x

MName | Shortcut key | Mew... |
[ ] Added to Salesforce

][] Birthday Rename |
[l Business

[l Don't Sync with Salesforce Delete |
Il Field Support Color:

[ || Meeting

DE Personal I D :Iv
[ ][] Phone Call Shorteut Key:
Il Project (None) -
][] Tasks

][] Training Event

0K | Cancel
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Make the Most of Your Workday

Microsoft Outlook: Notes

For quick reference of logins, references, contacts, websites

bl Kl K] B Kl Kl

SalesForce Sales Force: PayrolServic... Emal-to-Case Cobra Fees Query for M LOgln |nf0 Example
Contact Info Topic List Error to SF Chang =
APA Site/Login
| Supported JobAkds Trannglog  Outiook 3pPSP Ops Paci americanpayroll.org
Printers Reading Pane Contact U: 99599

| | P: favorite cartoon (clue)

Check Sorts  Pay Group Appled For 9S40 FUTA

EE Search Affordabie
Statements Status Checkboxes

Utity in M3 Care ACt

FYI Note Example
© I ]

Logo Formats

) Logo formats are listed on page 3 of the FSL guide
Website Info Example under paragraph labeled Company Logo for Branding.
e

IRS e-News Groups

Following formats are acceptable:
.eps
http://www.irs.gov/uac/e-News-Subscriptions-2 -ai

ipg
.gif
.png

The graphic size needs to not exceed 500 pixels wide by
200 pixels high.




Make the Most of Your Workday

Microsoft Outlook: Shortcut Keys

=Control/Enter
=Control/R
=Control/F
=Control/D
=Control/N
=Control/Shift/A
=Control/Shift/Q
=Control/1
=Control/2
=Control/3
=Control/4
=Control/5

=F7

Sends email you’ re composing

Reply

Forward

Delete

New email

New appointment
Meeting Request
Toggle to Mail
Toggle to Calendar
Toggle to Contacts
Toggle to Tasks
Toggle to Notes
Spell Check

9:30 AM ~ | [ ANl day event

58



Make the Most of Your Workday

Microsoft Word and Excel: Shortcut Keys

Shift/F7
Control/A
Control/B
Control/I
Control/U
Control/G or F5
Control/P
Control/F2
Control/S
Control/W
Control/Z
Control/Y

Thesaurus

Select All

Bold

Italicize

Underline

Go To dialog box
Print document
Print preview

Save the document
Close the document
Undo

Redo

Research
Search for:
receive
Thesaurus: English (U.5.)
&) Back | * Q) |
= Thesaurus: English (U.S.)
= obtain (v.)
obtain
accept
take
have
collect

get
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Make the Most of Your Workday

Microsoft Excel: Shortcut Keys

Control/F9

Control/Space

Shift/Space

Control/Shift/*

Alt/Page Up or Page Down
Control/Shift/Home
Control/Shift/End
Control/Page Up or Page Down

Minimize current window

Selects entire column

Selects entire row

Selects the region around the active cell
Moves one screen to right or left

Extend selection to beginning of worksheet
Extend selection to last used cell on worksheet
Moves between tabs within Excel spreadsheet

2
Sheetl . Sheet?2 .Sheet3 ¥

A\ A W 4
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Make the Most of Your Workday

Microsoft Word: Shortcut Keys

=Control/1
=Control/2
=Control/5
=Control/Shift/<
=Control/Shift/>
=Control/[
=Control/]
=Control/Shift/F
=Shift/F3

Single space

Double space

1.5 space

Decrease font size one value
Increase font size one value
Decrease font size 1 point
Increase font size 1 point
Change Font

text - Text - TEXT - text

\—) hello — Hello — HELLO - hello

\ VA VAV 4
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Fun!

= Pizza party

" |ce cream break
= Trivia

= Toys

= Stress-busters
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Fun Dates

= What holiday is celebrated on...

11/9
11/15
11/30
12/7
12/8
12/9
12/16

12/21

Chaos Never Dies Day

Clean Your Refrigerator Day

Stay At Home Because Your Well Day
Cotton Candy Day

Brownie Day

Pastry Day

Chocolate Covered Anything Day
Look on the Bright Side Day
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Recap

» Plan for Year-End and Year-Begin now

» Create Pro-Active Year-Round Checklist and Team
» Review activities and processes

» Communicate internally and externally

» Attend training

» Resources: Know where to look for answers
» Understand the W-2

» Audit! Audit! Audit!

» Life/Work balance
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