www.OQBalance.com
QuickBook Solutions & Support
Have you looked into QuickBooks payroll services?

Starting apayroll? Here are afew things you need to do.

This employment checklist provides a brief summary of your basic employment tax responsibilities. Have your accountant modify this
checklist to your needs. Y our responsibilities may change depending on the amount due for payroll taxes. Check thefiling and
payment requirements of your state http://www.gbalance.com/ CPA _tips contact numbers and_sites.htm

and order Circular E from the IRS. 'Y ou may download additional checklistsreferred in the notes bel ow from
http://www.gbalance.com/ Payroll Tax_and Business Tax.htm

Federal Employment Tax Checklist

New Employees

a Record employees’ names and SSNs from Social Security cards

a Ask employeesfor 2 Forms W-4 (one federal and one state) and Form [-9

a Report new hires to the State within 20 days of hire (you will be natified if any garnishments arerequired)

a All employers must have a workers compensation insurance policy

Each Payday

(] Withhold federal income tax based on each employee’s federal Form W-4 and state withholding based on State W-4

a Withhold employee’s share of Social Security and Medicare taxes (FICA)

a Withhold unemployment/disability taxesif your state has such arequirement

a Include advance earned income credit in paycheck if employee completed W-5

a Deposit in an authorized financial ingtitution using form 8109 (to order 800-829-3676) The amount isthe sum of all federal

withheld income tax, plus withheld FICA and employer FICA (employer matches the employee FICA taxes), less advance earned
income credit. The deadline for making deposits (from weekly to monthly to quarterly) depends on the amount of the tax deposit. You
can read about federal deposit requirementsin IRS Circular E (You will aways be on timeif you deposit within 2 days from the date
of the paycheck).

a Pay any garnishments (for example child support) to the local government agency

Monthly

a Remit state withholding to the state (deposit requirements may vary, call your state)

a Deposit any 401K or smple pension withholdings to the mutual fund accounts (see your pension administrator or accountant)

Quarterly (By April 30, July 31, October 31, and January 31)
Deposit federal unemployment (FUTA) tax in an authorized financial ingtitution if
undeposited amount is over $100 (use form 8109). Download our 940 worksheet

a File Form 941 (pay with tax due)

a File a State quarterly reconciliation for state withholding tax

a File aquarterly reconciliation and payment for state unemployment/disability taxes
Annually

a Remind employees to submit anew Form W-4 if they need to change their withholding

a Ask for anew Form W-4 from employees claiming exemption from income tax withholding
a Reconcile Forms 941 with Forms W-2 and W-3. Download our W2 checklist

a Furnish each employee a Form W-2

a File Copy A of Forms W-2 and the transmittal Form W-3 with the SSA, furnish a copy to your state with a state W-3.
a Furnish 1099 series forms (e.g., Forms 1099-R and 1099-MISC) to recipientsif required

a File Forms 1099 and the transmittal Form 1096

a File Form 940 or 940-EZ

a File Form 945 for any nonpayroll income tax withholding

Recordkeeping

Keep al records of employment taxes for at least four years. These should be available for IRS review. Records should include the
following:

Amounts and dates of all wage, annuity, and pension payments

Amounts of tips reported

Names, addresses, Social Security numbers, and occupations of employees and pension and annuity recipients
Any employee copies of Form W-2 that were returned as unddliverable

Employees’ dates of employment

Periods for which employees were paid while absent due to sickness or injury,

and the amount and weekly rate of payments the employer or third-party payerl made to them

Copies of employees’ and recipients’ income tax withholding allowance certificates (example: Forms W-4, |-9)
Dates and amounts of tax deposits, copies of returnsfiled

Records of allocated tips

Records of fringe benefits provided, including substantiation
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Did you find this helpful? Support this site by purchasing your QuickBooks upgrades here http://www.gbal ance.com/QuickBooks software.htm
Y ou will receive our QuickBooks advisor discount-A savingsto you of 15-20%
Try our recommended QuickBooks Supplies http://www.gbalance.com/_QuickBooks checks and supplieshtm
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CERTIFIED QBalance.com
QUiCkBOOkS® We make QuickBooks work for you™ C PA

ProAdvisor
Call Toll-Free: (800) 216-0763

Congratulations!

You are using the best accounting software available!

But: you may be one of the 75% of all QuickBooks installations that have hidden
deficiencies that cost your business time, and money. Can you honestly answer these
following questions:

« Do you have an ideal set-up in QuickBooks?

« Are you using the most efficient activities to enter transactions?

« Is there a quicker way to obtain information?

« Are your reports accurate? Do you trust them to make business decisions? Are
you using the right reports to make decisions?

« Are you using the right version of QuickBooks?

For over 7 years, QBalance Certified QuickBooks ProAdvisors who are also CPAs
have been helping businesses like yours to save real time and money by making
QuickBooks work for you. We have the answers to these questions and any others you
might have.

Remember our toll-free telephone number: (800) 216-0763. Please jot it down for
ready reference. Call us when you have any of the following:

« You have a problem using QuickBooks and need an answer.
« You are overdue for the recommended QuickBooks Tune-up.

« You need training for either existing or new users.

Our help is provided by telephone, e-mail and through the Internet directly to
your personal computer via remote control while you watch — call for a free
demonstration!



