
Brenda Mott 
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Employee + Family 

 



Year-Round Plan 
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Agenda 
 Year-Round Checklist 

 Training and Resources 

 Outsourcing Options 

 Proactive Approach 

 Audit! Audit! Audit! 

 W-2 and Special Reporting 

 Dates and Deadlines 

 Make the most of your workday 

 

Year-Round Plan 

 

Jan 1…………..………..12/31 
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 Build a foundation 

 Create a Year-Round Team 

 Include all who touch year-end 

 Develop a strategy plan 

 Year-Round Checklist 

 Simple but detailed 

 Proactive: Stay on track 

 Know your resources 

 Internal / External / Websites 
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 Items to list 
 Tasks, activities, processes 
 

 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 
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 401(k) vendor 

 Benefit carriers 

 Banks 

 Third Party Sick Pay 

 Payroll Provider: Procedures, software updates, deadlines 

 Internal Changes: Procedures, software updates, deadlines 
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 Communicate internally and externally 
 Payroll changes: Changing banks, frequencies, transfers 

 Tax changes: Mergers, acquisitions, closures, ID changes 

 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 
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 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! 
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 Training is an Investment! 
 

 Know Your Resources 
 Payroll Provider Service Team 

 User Groups: APA Chapter Meetings, Linked-In 

 Websites: IRS, DOL, APA, Google 

 Books: CPP or FPC Reference Manuals from APA 

 Internal: Company attorney, CPA or tax advisor 

 

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

 IRS: www.irs.gov 
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TIP:  

Setup a reminder in Outlook 
Calendar to review web sites. 
Include links in reminder. 

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


IRS: www.IRS.gov 

 What’s Hot 

 IRS: 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 
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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/
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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/#q=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. 
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IRS: www.IRS.gov 

 What’s Hot 

 Voluntary Worker Classification Settlement Program (VCSP) 

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


 Is outsourcing an option? 

 Document time to administer, process, verify and report 

 Provide upper management with concrete evidence 
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Payroll 

Tax 

Retirement Plans 

Benefits 

ACA 

FSA 

COBRA 

Employees 
Management 

Workers Comp 

Auditors 

Expenses 

Bank Reconciliation 

Compliance 

Record Retention 

I-9 

IRS 

SSA 

Third Parties 

Accruals 

General Ledger Training/Certifications 

Human Resources Emails 

Phone Calls 



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 
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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 
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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 
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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 



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  
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Employee View 
 Master Information 

 Name, address, SSN 

 Status and Position 

 Deductions 

 Taxes 

 Direct Deposit 

 Pay History  

 Tax Forms: W-2 or 1099 

 Employees elect to receive tax form online 
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•Reduce printing and shipping costs 

•Decrease administrative hassles 

•Improve data accuracy 



 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 
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http://www.ssa.gov/


 Outstanding 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 
 

 Incentive: Fees associated with incorrect information 

 Additional payroll runs 

 Amended returns 

 Reprint of tax forms 

 Printing of W-2C forms 
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Review Reports 
 FICA Variance Report  

 Employee Profile Report 

 W-2 Edit Report 

 ACA Report 

 Deductions  and Limit Report 

 Accrual History 

 Third Party Sick Pay 

 Payroll Register with year-to-date information 

 Termination List 

 Quarterly Returns verses Year-end Reports  

 Company Tax Audit Report 
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Verify with payroll provider or 

third parties to determine 

reporting options. 
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 Master Demographic 

 Rate/Salary 

 Tax Information 

 Deduction  

 Pay History 
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Review the Retirement Plan check box (W-2 Box 13) 
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Wage and Tax Report: 

Taxable Wages and Taxes = 941 Report 



http://www.irs.gov/pub/irs-pdf/iw2w3.pdf 
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Fringe Benefits 

W-2 Box: 1, 3, 5 

 

 
 Memberships to health or country clubs 

 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. 
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 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 
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 GTL > $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 
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 Deduction Setup: 

1. Non-qualified - Taxable to employee 

2. Qualified – Exempt from taxation 

o W-2 Box 12 Code P 
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 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-2? 

 You or the vendor 

o If You = Communicate with payroll provider 

 Be aware of the cut-off dates in filing 

 IRS Publication 15-A 

 Employer’s Supplemental Tax Guide 
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 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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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-2 Box 12 

 401(k) with code AA 

 403(b) with code BB 
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 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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 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 

 



Item Date 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 

43 

TIP:  

Setup a reminder in Outlook 
Calendar to review check list.  



Holiday Date Day Federal Reserve  
Bank Holiday 

Payroll 
Processor 

Thanksgiving -2015 11/26 Thurs Closed Closed 

Christmas - 2015 12/25 Fri Closed Closed 

New Years 1/1 Fri Closed Closed 

Martin Luther King 1/18 Mon Closed 

Presidents’ Day 2/15 Mon Closed 

Memorial Day 5/30 Mon Closed Closed 

Independence Day 7/4 Mon Closed Closed 

Labor Day 9/5 Mon Closed Closed 

Columbus Day 10/10 Mon Closed 

Veteran’s Day 11/11 Fri Closed 

Thanksgiving 11/24 Thurs Closed Closed 

Christmas 12/26 Mon Closed Closed 
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 Company-Level 

◦ Carriers 

◦ Tiers 

◦ Eligibility Rules 

◦ Rates 

◦ Plan Setup 

◦ Deduction Setup 
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Employee 

Employee + 1 

Employee + 2 

Employee + Family 
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Microsoft: Options > Spelling & Autocorrect 

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

cnw → www.companyname.com 



Microsoft: Options 

 Customize the Toolbar for quicker navigation 

 

 

53 

Tip:  

Use export option to save your customized toolbar. 

If lose toolbar, you can import to reinstate. 



Microsoft Outlook 

 Create folders to organize emails 
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Microsoft Outlook: Options 

 Auto Signatures: To save time in email replies 
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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 



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

For quick reference of logins, references, contacts, websites 
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FYI Note Example 

Login Info Example 

Website Info Example 



Microsoft Outlook: Shortcut Keys 
 

Control/Enter  Sends email you’re composing 

Control/R  Reply 

Control/F  Forward 

Control/D  Delete 

Control/N  New email 

Control/Shift/A  New appointment 

Control/Shift/Q  Meeting Request 

Control/1  Toggle to Mail 

Control/2  Toggle to Calendar 

Control/3  Toggle to Contacts 

Control/4  Toggle to Tasks 

Control/5  Toggle to Notes 

F7   Spell Check 
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Microsoft Word and Excel: Shortcut Keys 
 

 Shift/F7  Thesaurus 

 Control/A  Select All 

 Control/B  Bold 

 Control/I  Italicize 

 Control/U  Underline 

 Control/G or F5  Go To dialog box 

 Control/P  Print document 

 Control/F2  Print preview 

 Control/S  Save the document 

 Control/W  Close the document 

 Control/Z  Undo 

 Control/Y  Redo 
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Microsoft Excel: Shortcut Keys 
 

 Control/F9   Minimize current window 

 Control/Space   Selects entire column 

 Shift/Space   Selects entire row 

 Control/Shift/*   Selects the region around the active cell 

 Alt/Page Up or Page Down Moves one screen to right or left 

 Control/Shift/Home  Extend selection to beginning of worksheet 

 Control/Shift/End  Extend selection to last used cell on worksheet 

 Control/Page Up or Page Down Moves between tabs within Excel spreadsheet 
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Microsoft Word: Shortcut Keys  
 

Control/1  Single space 

Control/2  Double space 

Control/5  1.5 space 

Control/Shift/<  Decrease font size one value 

Control/Shift/>  Increase font size one value 

Control/[  Decrease font size 1 point 

Control/]  Increase font size 1 point 

Control/Shift/F  Change Font 

Shift/F3  text → Text → TEXT → text 
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hello – Hello – HELLO - hello  



 Pizza party 

 Ice cream break 

 Trivia 

 Toys 

 Stress-busters 
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 What holiday is celebrated on… 
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Date 

11/9 

11/15 

11/30 

12/7 

12/8 

12/9 

12/16 

12/21 

Holiday 

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 



 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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