Payroll Year End Checklist

Introduction

This checklist is designed to provide your department with a timeline for tasks that need to be completed prior to and after the Final Payroll of this tax year. These tasks relate to the specific work that should be done regarding Employees’ Wage reporting and Payroll processing. 

Please review each task, if it applies to your department’s employees then take notice of both Start and Due Dates. It is important that each task is completed by it’s due date to ensure accurate wage reporting and departmental readiness to process payroll going forward.
W2 Reporting and Distribution 


Tasks in this section will ensure the accuracy for employee W2 balances and distribution information. 

	
	Responsible
	Task
	System
	Start 
	Due 

	 FORMCHECKBOX 

	Department
	Confirm Employee’s W2 Mailing (Home) Address
	HRCMS
	
	

	 FORMCHECKBOX 

	Department
	Confirm Departments W2 Return Address
	HRCMS
	
	

	 FORMCHECKBOX 

	Department
	Final Pay Check for Tax Year (No Held Checks)
	HRCMS
	
	

	 FORMCHECKBOX 

	CTR
	W2s mailed, available on Doc Direct (HMTAX007)
	HRCMS
	
	


HRCMS Final Pay Processing and Balance Validations


Tasks in this section will help ensure HRCMS deductions and 

	
	Responsible
	Task
	System
	Start 
	Due 

	 FORMCHECKBOX 

	Department
	Employee’s Medicare Status and Balances Validation 

(HMTAX010)
	
	On-going
	

	 FORMCHECKBOX 

	Department
	Employee’s Unemployment Insurance (UI) and Universal Health Insurance (UHI) Fields
	
	On-going
	

	 FORMCHECKBOX 

	Department
	Receipt Voucher Deadline 1 (Entire Tax Year) 
	
	
	

	 FORMCHECKBOX 

	Department
	Receipt Voucher Deadline 2 (Last Dec pay period)
	
	
	

	 FORMCHECKBOX 

	Department
	Last Day for Tax Balance Adjustments (changes will now require W2C)
	
	
	

	 FORMCHECKBOX 

	Department
	Validate COMMECC End Dates

(HMTAX005)
	
	
	

	 FORMCHECKBOX 

	Department
	Validate HCSA/DCAP and HCSA End Dates (HMTAX006)
	
	
	

	 FORMCHECKBOX 

	Department
	Enroll COMMECC for New Year

(HMTAX005)
	
	
	

	 FORMCHECKBOX 

	Department
	Enroll HCSA/DCAP and HCSA for New Year (HMTAX006)
	
	
	


New Calendar Year Processing 

This section includes the tasks for setting up HRCMS for new Tax Year processing.

	
	Responsible
	Task
	System
	Start 
	Due 

	 FORMCHECKBOX 

	Department
	Notify Employee to file new W4 for new Tax Year
	
	
	

	 FORMCHECKBOX 

	Employee
	File W4 for new tax year: Employees claiming “Exempt” Status
	
	
	

	 FORMCHECKBOX 

	Department/CTR
	“Exempt” Employees with no new W4 will be set to Single with 0 Allowances 
	
	
	

	 FORMCHECKBOX 

	Department
	Notify Employee to file new W5 for new Tax Year
	
	
	

	 FORMCHECKBOX 

	Employee
	File W5 for new tax year: Advanced Earned Income Credit (AEIC)
	
	
	

	 FORMCHECKBOX 

	Department
	Notify all 2004 new hires to complete SSA – 1945 / Windfall Elimination form.
	
	
	


How Do I Learn More?

· The Comptrollers year End Memo has more details (ad link)

· Additional information is available on:

· The CTR web site at http://www.mass.gov/osc
· Questions about this document may be directed to the CTR Payroll Unit at 617-973-2308

· Contact MMARS Help Desk at 617-973-2468 for assistance in using LCM and NewMMARS

· Contact Commonhelp at 866-888-2808 for assistance in using HRCMS or Doc Direct. 
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