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Please send all required information to cnovak@strategicaloutsourcing.com. 
Tax Information

· Copy of your last quarters payroll tax filings for all taxes reported (Federal 941, State(s), Local(s), Unemployment taxes.  If more than one EIN involved, this information for all EIN’s.

· Copy of a tax report you received from the actual taxing body, Federal, State(s), Local(s), unemployment.

· A copy of your 2012 unemployment contribution rate notice(s).

· Remittance frequency on the tax payments

Payroll Information

· Copy of your most recent payroll register and all reports received.

· Copy of new employee benefits enrollment material

· Employee census information, name, address, SS, date of birth, date of hire, W-4 withholding election, direct deposit routing numbers and account information.  (some, if not all of this information will be in your payroll register and the reports)
· Information on vacation/sick/personal/PTO program.  A copy of the policy as well as current account balances

· A list of departments and the codes that designate them in the payroll records.

Benefits

· Copy of your most recent insurance bills.  

· Information on employer/employee splits on the monthly premium.

· How is COBRA currently being Administered?

· If 401K or 403b contributions are taken, information by employee of the basis for contributions, a % of payroll or a fixed amount.  If an employer match is made, the basis for the calculation.

Workers’ Compensation Insurance
· Copy of the declaration pages from your existing policy.
· 3 years loss runs
