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Social Security Administration (SSA) Contact Information
General Contact Information

Deaf Communications 800-325-0778

General Information 800-772-1213
http://www.irs.gov/formspubs/index.html

Internet http://www.ssa.gov

SSA regional office locations http://www.ssa.gov/employer/wage_reporting_specialists.htm
and phone numbers

ADP® Website — Compliance Connection

Refer to the ADP website Compliance Connection page for up-to-date tax and compliance resources:

http://www.adp.com/tools-and-resources/compliance-connection.aspx

Resources that you might find useful on this page include the following:

p State agency contact information - from the Compliance Connection page, select State Taxes > State Agency
Contact Information.

p Wage and tax information for each state - from the Compliance Connection page, select State Taxes > 2011
Fast Wage / Tax Facts.
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RUN Support Center

Support Center

In RUN, you can access the Support Center by clicking the double question mark button at the top of the page. The
Support Center includes a Year-End Support section. This section includes a variety of information, including how-
to steps for year-end tasks, an online version of this year-end guide, and sample forms.

Year-End Checklist and Calendar

Year end includes a variety of tasks, in addition to running your regular payrolls. Use the tables in this section as a
checklist to remind you of the tasks that need to be completed and the date the task is due.

Additional information about certain tasks can be found in RUN on the Support Center site, the Year-End Support
page. The following is an example of the page:

Year End Support

The following links provide details about the tasks you rmust complete at the end of the year to ensure that your
taxes are filed correctly, There are also links to forms and sample forms that will help you complete your year-end
tasks,

Tasks

Verify yvour ernplovee information
Update emplovee totals

Verify company information

Run vour last payroll for the vear
Confirmn your emmploves information
Verify your totals

Review vour tax forms

File your taxes

Print your W-2s

Year-End Client Guide - RUN Powered by ADP® 5



RUN Payroll Entry Client - Checklist and Calendar

For clients that complete their own payroll entry (on a PC, Mac®, or mobile device), use the following table to
assist you in completing your year-end tasks.

General Information & Tasks — RUN Payroll Entry Client

November - December 2011

11/24/11

Holiday - ADP and banks are closed.

Before your last
2011 payroll

Verify your employee information. Check the Support Center, Year-End Support page
for task details.

Before your last
2011 payroll

Update Employee wage and tax totals for the quarter. Check the Support Center,
Year-End Support page for task details.

Before or on
12/29/11

Run your last 2011 payrolls. This includes bonus and special payrolls.

12/29/11 is the last day to submit final 2011 payrolls with a check date of 12/30/11.
Payrolls submitted after 12/29 may incur penalty and/or interest charges.

Note: Checks dated on or before the last day of the year will be reported in 2011. Checks
dated 1/1/12 or later will be reported in 2012.

Check the Support Center, Year-End Support page for task details.

Before 12/30/11

Review your tax forms that are available in RUN on the Taxes tab. Check the Support
Center, Year-End Support page for task details.

Before 12/30/11

Prior to running your last 2011 payroll, confirm your employee information using the W-2
Preview Report and the Employee Summary report. Check the Support Center, Year-End
Support page for task details.

Before 12/30/11

Verify Company Information, including tax IDs, using the Quarterly Tax Verification Report.
Check the Support Center, Year-End Support page for task details.

Before 12/30/11

Verify the W-2 delivery address for your company in RUN on the Company tab, Shipping
Address page.

12/26/11 Holiday - ADP and banks are closed.
January 2012
1/2/12 Holiday - ADP and banks are closed.

Before your first
2012 payroll

Review the 2012 Tax Changes Letter. The letter is available in mid-December from
the Support Center, Year-End Support page.

January 2012 File any taxes that you are responsible for filing. Check the Support Center, Year-End
Support page for task details.

1/9/12 Last day for Tax Filing Service clients to submit 2011 fourth-quarter adjustments. Any that
are submitted after 1/9/12 may incur ADP reclose fees.

January W-2 and 1099 packages delivered.

second week Note: W-2s and 1099s are delivered in separate packages.

1/13/12 Last day for Tax Filing Service clients to submit 2011 fourth-quarter adjustments. Those
that are submitted after 1/13/12 will require an amendment to be processed and
amendment fees may apply.

1/16/12 Holiday - ADP is open. Most banks are closed.

1/31/12 Deadline for you to distribute W-2s and 1099s to your employees.
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RUN Call-In Client — Checklist and Calendar

For clients that call in their payroll, use the following table to assist you in completing your year-end tasks.

Date General Information & Tasks
November - December 2011
11/24/11 Holiday - ADP and banks are closed.

Before your last
2011 payroll

Verify your employee information. Check the Support Center, Year-End Support page
for task details.

Before your last
2011 payroll

Update Employee wage and tax totals for the quarter. Check the Support Center,
Year-End Support page for task details.

Before or on
12/29/11

Run your last 2011 payrolls. This includes bonus and special payrolls.

12/29/11 is the last day to submit final 2011 payrolls with a check date of 12/30/11.
Payrolls submitted after 12/29 may incur penalty and/or interest charges.

Note: Checks dated on or before the last day of the year will be reported in 2011. Checks
dated 1/1/12 or later will be reported in 2012.

Check the Support Center, Year-End Support page for task details.

Before 12/30/11

Review your tax forms that are included with your last payroll of 2011. Check the Support
Center, Year-End Support page for task details.

Before 12/30/11

Verify the W-2 delivery address for your company (in RUN on the Company tab, Shipping
Address page).

12/26/11 Holiday - ADP and banks are closed.
January 2012
1/2/12 Holiday - ADP and banks are closed.

Before your first
2012 payroll

Review the 2012 Tax Changes Letter. The letter is available in mid-December from
the Support Center, Year-End Support page.

January W-2 and 1099 packages delivered.

second week Note: W-2s and 1099s are delivered in separate packages.

January 2012 File any taxes that you are responsible for filing. Check the Support Center, Year-End
Support page for task details.

1/13/12 Last day for Tax Filing Service clients to submit 2011 fourth-quarter adjustments. Those
that are submitted after 1/13/12 will require an amendment to be processed and
amendment fees may apply.

1/16/12 Holiday - ADP is open. Most banks are closed.

1/31/12 Deadline for you to distribute W-2s and 1099s to your employees.
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Delivery and Year-End Forms

This section includes information about delivery and year-end forms:
p W-2and 1099 Delivery

> W-2
> W-3
» 1099
» 940

W-2 and 1099 Delivery

Important W-2s and 1099s are delivered in separate shipments.

After ADP processes and prints your W-2 and 1099 forms, they are packaged separately for delivery within 48
hours and picked up by United Parcel Service (UPS] for delivery. You will receive a UPS tracking email message
with tracking number details. Use this information to track the delivery status.

W-2 Wage and Tax Statement
W-2 packages will be delivered via United Parcel Service (UPS] starting the second week of January.

W-2 Package Contents

The following table outlines the contents of the package. The package content differs depending on who has filing
responsibility - ADP or you.

W-2 Package includes... ADP files You file

An information letter about what is enclosed in the W-2 package v 4

Employees’ W-2 Earning Summaries

Copy D Employer reference copies

S| XN X

An information sheet about what displays in each box of the W-2

Federal W-2 Copy A

State and Local W-2 Copy 1 and duplicate reference copy

AN I U I N I N I NI B N

Federal W-3
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Changes and Corrections to W-2s

After W-2s are created, the following situations impact the W-2s:

p Changing employee specific data that displays on the W-2 (such as name, address, Social Security number, etc.).
p Changing a payroll check date to the prior year.

P Processing a current payroll with manual checks, voids, or third party sick payments using a check date in
the prior year.

Complete the following steps to correct a W-2 after it has been filed:
1. Process a special payroll to correct the employee figures, if needed.
2. If ADP is not filing your annual filings, then complete Form W-2c and Form W-3c.

3. Submit your corrections. Note: The Social Security Administration (SSA) recommends that corrections be
made on paper forms. To print copies of the forms, go to www.irs.gov.

After a filing to a tax agency has been processed, adjustments to that filing will be processed as an amended
return. You will receive an amendment package for your records.

Online W-2s

New in 2011, W-2 forms can now be viewed online. The W-2 forms are available 24 hours after ADP processes the
W-2 forms. Prior to that time, use the W-2 Preview report to display W-2 information.

All employees are included in one PDF report file. The W-2s are available on the Reports tab in the Taxes section.
The report name is W-2 Statements.

Up to four years of forms are available starting with 2011. Each PDF file contains the most recent W-2 forms
generated for your employees.

When viewing the file, all of the usual PDF options are available:
p Search - to locate a specific employee or other information in the PDF file.

p Print - the entire PDF file or specific pages.
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http://www.irs.gov

Form W-3: Indicator for Kind of Employer

The IRS has modified Form W-3 Transmittal of Wage and Tax Statements. Form W-3 now includes a section to the
right of box b, Kind of Employer. This change is effective for tax year 2011.

The following information is from the instructions for form W-3:

To improve document matching compliance, box b of the 2011 Form W-3 has been
expanded to include a new section, Kind of Employer, which contains five new checkboxes.
Filers are required to check one of these new checkboxes. Be sure to check the

“None apply” checkbox if none of the other checkboxes apply.

The following graphic illustrates this section.

a Control number For Official Use Only »
33333
OMB No. 15450008

b 941 Military 943 944 Nons apply 501c non-govt. Third-party
Kind J:] Klnd sick pay
of D =hld. MedDu:are D State/local D (Check if
Payer CT4 smp.  govt emp. Emplover non 501c  Stata/local 501c  Federal govt. applicable)
(Check one) E] I__E] {Chack ona) I:?

¢ Total numbar of Forms W-2 d Establishment numbar r

@ Employer identification number (EIN) 3 Social security wages 4 Social security tax withheld

£ C 1 o e [ VPR ol 33 L AnAinnrs $a sritbin sl

The following check boxes are found in this section:

p None apply - Select if none of the other employer types apply.

State/local non-501c - A state or local government or instrumentality that is not a tax-exempt
section 501(c) organization.

State/local 501¢c - A dual status state or local government or instrumentality that is also a tax-exempt

>

p 5071c non-govt. - A non-governmental tax-exempt section 501(c) organization.

>
section 501(c) organization.

>

Federal govt. - A Federal government entity or instrumentality.

RUN automatically sets this field to “None apply.”

If your category is something other than “None apply,” you will need to indicate the correct category in RUN.

P For clients that call in their payroll - you will need to contact your service center to update this information
in RUN.

p For clients that are on ADP’s tax filing service - you will need to contact your service center to update this
information in RUN.

P For clients that file their own taxes - you can update the information on the Federal Tax page (Company tab).
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1099-Misc Miscellaneous Income
Form 1099-Misc is the miscellaneous income form that employers must file for non-employees who are paid

compensation of $600.00 or more (including fees, commissions, prizes, and awards) during the year.

For information about paying non-employees, contact your accountant or refer to the IRS website (the Employee
or Independent Contractor section in the Employer’s Supplemental Tax Guide).

The accuracy of the information reported on the 1099-MISC forms is as important as the information on the W-2s.

Important! ADP does not file your 1099s. If you have 1099s, you are responsible for filing them and a 1096 with the
appropriate agencies by their required due date.

The 1099-Misc package includes the following:

Copy A - IRS federal copy (pre-printed and scannable)

Copy B - Employee copy

Copy C - Payer copy (employer)

Copy 1 - State copy [employer])

Copy 2 - State filing copy (employer)

vVvVvvyyvVyYVYYy

1096 - Annual Summary and Transmittal

Note: The 1099 package and the W-2 package are delivered separately. They are not packaged together.

940 Employer's Annual Federal Unemployment (FUTA) Tax Return
If you were on ADP’s Tax Filing Service for the entire year, you are not responsible for filing Form 940. ADP
deposits all FUTA and SUI tax liabilities and files Form 940 on your behalf.

If you were not on ADP’s Tax Filing Service for the entire year, you are responsible for filing Form 940 and for
depositing your own tax liabilities for FUTA and SUI for each applicable quarter.

Complete the following steps related to Form 940.

1. Review your Quarterly Tax Verification Report (Reports tab). It is critical that you verify the accuracy of the
information to avoid incorrect tax filing and possible delays in your quarterly processing.
p If ADP is responsible for filing Form 940, no further action is needed.
P If you are responsible for filing Form 940, continue with step 2.
2. If you are filing Form 940, then complete the following:
p Inthe RUN application, on the Taxes tab, display the form. Use the envelope provided by the IRS to mail
your form. Or, refer to the form for the filing address.
p Determine the filing date:
« February 10 - File on or before February 10th if you made timely deposits of the full amount due.
- January 31 - If you did not make timely deposits, then file on or before January 31st.
« If the due date for the return falls on a weekend or legal holiday, the return is due the next business day.

P If required to pay your state unemployment tax in more than one state, then file Schedule A as an
attachment to Form 940.

P If you enter your own payrolls (on a PC, Mac, or mobile device), then complete Form 940 online. If you call
in your payroll, then contact your ADP service center to request the form.
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Fees and Other Charges

The following table lists charges that will be incurred for the processing of W-2s, 1099s, and other
miscellaneous tax items.

Process Fees

W-2s and 1099s $35.00 base charge + $5.40 per form

W-2 UPS delivery $10.50 base charge
Note: There is only one base charge, not two charges for W-2s and 1099s.

Year-End $100 (processing fee) + $5.40 per W-2 reprint + cost of adjustment payroll (if needed] +
reprints/reprocessing | $10.50 (delivery cost)

Note: As an alternative, use the W-2 Statements report on the Reports tab in RUN.
Or, you may photocopy your employer copy.

Tax Filing Late Charge | A $50.00 fee may be incurred for adjustments processed after January 9, 2012.
(reclose fee)

Amendments $100 for each amended jurisdiction processed after January 14, 2012.

Amended W-2s $2.50 each
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IN THE BUSINESS OF YOUR SUCCESS™

Focus on what matters and leave the processing to us.

ADP offers additional services that enable you to put your business first, without diverting
valuable resources into data processing needs. Ask your ADP Sales Representative about these
time-saving services:

P> Electronic Time and Attendance

When your employees enter time and attendance through an electronic timesheet or time
clock, your payroll process becomes faster, more accurate and easier to manage. Send the
data electronically to ADP for processing and eliminate the need for rekeying.

P Retirement Services — 401(k) Plan*

ADP Retirement Services provides clients with easy-to-manage retirement plans, free from
hidden fees that reduce fiduciary risk and help participants get retirement-ready. We have
integrated our easy-to-use recordkeeping services with our payroll data processing
expertise to provide 401(k) plans of all sizes with superior value.

p Pay-by-Pay® Premium Payment Program for Workers’ Compensation™

Improves cash flow by eliminating the large, upfront premium' which frees up funds that
you can invest in your business to build profitability. With ADP’s Pay-by-Pay Premium
Payment Program, premium payments are calculated accurately for you based on actual,
real-time payroll data and carrier rates, which can help minimize the risk of over or under
payment at your year-end audit.

p HR Outsourcing

Small businesses face the same HR challenges as a large corporation, despite having only a
fraction of the resources. ADP offers enhanced HR outsourcing services designed to
streamline the HR process into a single point of contact. Your mission-critical HR functions
will be implemented into a single-source delivery model that is flexible, secure and powerful.

HR. Payroll. Benefits.

*ADP’s 401(k) plan enrollers are employees of ADP Broker-Dealer, Inc. One ADP Boulevard, Roseland, NJ 07068, subsidiary of ADP, member NASD, SIPC. **This information covers only the
offering of the Pay-by-Pay® Premium Payment Program for Workers' Compensation payroll feature of ADP's payroll processing services and does not involve the offer or sale of any insurance
products. All insurance products will be offered and sold only through the licensed agents of Automatic Data Processing Insurance Agency, Inc. or its licensed insurance partners. CA License
#0D04044. Certain services may not be available in all states. Clients must be using ADP's tax filing service to take advantage of Pay-by-Pay. ' While premium deposits may be eliminated,
mandatory state assessment fees may be required in some states. The ADP Logo, ADP, and Pay-By-Pay are registered trademarks, RUN Powered by ADP is a registered service mark and In the
Business of Your Success are service marks, of ADP, Inc.

© 2011 ADP, Inc. All rights reserved





