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YEAR END CLIENT NEWSLETTER

DECEMBER 2010
Dear Client:

Please review this notice and make note of any items pertaining to you.  If you have any questions concerning any of this information, please let us know as soon as possible.

HOLIDAY HOURS

DIGIT PAYROLL CORPORATION will be closed Friday, December 24th, and Friday, December 31st.  We will be closing at 12:00 noon on Thursday, December 23rd and Thursday, December 30th. Arrangements will be made with all affected clients.  If your holiday schedule differs from this and your payroll may be affected, please let us know as soon as possible.

WWW.DIGITPAY.COM
Go to WWW.DIGITPAY.COM for information about our services and links to many state and federal tax web sites.  Click “News and Tax Updates” to get the latest information on payroll matters affecting your business.  Click “Digit’s Blog” for timely comments on issues affecting small business.  We encourage you to add your own comments too!

DEPOSIT FREQUENCY NOTICE

If you receive a notice from either the IRS or a state notifying you of your tax deposit frequency for 2011, please advise us as soon as possible.  This is EXTREMELY IMPORTANT INFORMATION.  Please send us a copy of this notice as soon as possible, especially if your status has changed for 2011. If you have payroll in a state outside of New Jersey and you receive a 2011 unemployment rate notice, please fax or mail a copy to us as soon as possible.
W-2 SERVICE

In January, we prepare all of  your 2010 W-2 Forms in a confidential pressure sealed W-2.  We will magnetically file employer federal W-2 and W-3 information with the Social Security Administration for all clients.  State W-2’s will also be filed with the appropriate state(s).  We charge a nominal fee of $20 plus $.74 per W-2 for this service.
YEAR END ADJUSTMENTS

We will be running the quarter end and year end payroll tax returns promptly on January 1st.  Therefore, we must have all year-end adjustments done no later than December 22nd.  Any adjustments made after this date may be subject to re-run surcharges.

There are various payroll adjustments you may need to make at year end.  Some of the more common items are listed below.  For a more detailed discussion, go to www.digitpay.com  click on “News and Tax Updates” and click on the “Year End Adjustments” article.
- DISABILITY PAYMENTS:  If you have received notification during the year of any disability benefits paid to your employees during 2010, please contact us immediately if you have not done so already.  This information affects the preparation of the payroll tax returns and W-2.

- FRINGE BENEFITS: Any taxable cash or non-cash benefits provided to employees must be included on Form W-2.  If you have any amounts to report, please let us know prior to transmitting your last payroll of the year.

- GROUP TERM LIFE INSURANCE: Please report the value of group-term life insurance in excess of $50,000 before your last payroll of the year.

- 2% SHAREHOLDERS OF S-CORPS: If you are a S-Corporation and you paid health and accident insurance premiums on behalf of 2% shareholder / employees, please report the premium amounts to us before the last payroll of the year.

-BONUS PAYROLLS: If you plan on running a separate bonus payroll, please give us at least two days notice.

NEW HIRE CREDIT
The New Hire Credit program, benefiting employers who hire unemployed workers, is scheduled to expire December 31, 2010.  Employers need only have a new hire complete and sign a Form W-11, Employee Affidavit to take advantage of a 6.2% tax credit on payroll.  Affidavits can be obtained from www.digitpay.com, click “Tax Forms and Links”.

Review all of your new hires since February 3rd of this year to see if their wages qualify for the credit.  Please submit to us any W-11’s as soon as possible, no later than prior to the final processing of the year.  Currently we are processing only credits that correspond to wages earned in the 4th quarter.  If you report eligible new hires who had wages earned (and credits to be realized) prior to October 1st, your prior quarter payroll tax returns will have to be amended to secure the credit.  We will advise you if this needs to be done and of any additional costs to process the credit.  
PENSION INFORMATION

On the Form W-2, the IRS requires that a box be checked if an employee is an active participant for any part of the year in a company-maintained retirement plan.  Please let us know by December 22nd of any employee who:


1)
only had employer contributions made to their account,


2)
was an active participant but did not have employee



contributions withheld, or


3)
participated in a collectively bargained plan.

Please contact your accountant if you are unsure of who would qualify under these circumstances.

DELIVERY DURING DECEMBER

Mail deliveries can be slow during the month of December, and we cannot assure timely delivery as can be expected other times during the year.  If you prefer, we can provide courier delivery of your payroll for an additional charge.  If you would like to take advantage of this service, please let us know.  If you would like to pick up your payroll, please call to make arrangements.

HOUSEKEEPING ITEMS

- If you have a Simple Plan or 401k Plan in place, please forward to us a list of each participant’s birth date (if you have not done so already).  The deferral limits are higher for participants over the age of 50, and we can automatically consider that in the deferral calculation.

- If your electronic tax debit, direct deposit debit, or check payable to us is returned for insufficient funds, a $50.00 charge will be imposed to your account.

- If you do not process payroll in a given month, a minimum inactive charge of $15.75 will be billed to you. 

- If you require a Digit Payroll Corporation binder to house your payroll records, they are available for $10.00 plus delivery.

- If you have payroll in any state other than your home state, please send us any correspondence or coupon books you receive.  

- If you are on our Electronic Tax Filing Service and receive any notices regarding payroll, please send them to us within 30 days.  Failure to do so may result in a $75/hr. rate to investigate the matter.

YEAR END EMPLOYER TO DO LIST:
· Review the need for any year-end adjustments.  Speak with your accounting professional if necessary.  Communicate any adjustments to us by December 22nd.
· Submit any W-11 forms to us no later than prior to submission of your final payroll dated in 2010.

· Notify us as soon as possible if you had any employees who collected disability during 2010.

· Confirm any missing or incorrect Social Security Numbers or addresses.  Notify employees when distributing W-2’s to promptly check their Social Security Numbers and notify you as soon as possible of necessary changes.

· Distribute 2011 W-4 forms to employees in early January in case they want to make withholding changes.  Forms will be available on our website and at www.irs.gov.
-
Make certain you have completed I-9 forms for every employee.  Forms are available on our website.
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