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Calendar Year End 2006

6
2011 USPS Calendar Year End Procedures

PRE-W2 PROCESSING

USPSDAT/DEDNAM RECORDS:

____a.  Check W2 abbreviations on city DEDNAM records.  The W2 form will

             truncate the abbreviation to six characters even though the field in DEDNAM 


 allows twelve characters.  This will particularly affect your city deductions. 

( e.g.  City of Bedford should be Bedford City or just Bedford)  

Verify that all city taxes have a tax entity code on DEDNAM.

____b.  Insure the OSDI four digit code appears first in the W2 abbreviation 


field in DEDNAM, followed by the school name if space allows.  The four 

            digit code is required on the W2.


____c.  For cities using either RITA or CCA to report city tax information, verify the 


tax entity code, the appropriate RITA and/or CCA description, and that these fields are 


updated correctly on the USPSDAT/DEDNAM record.  The most recent code listings can be 

found on the RITA handout (Bright Yellow) and the CCA handouts (Bright Green
) and also   



are available on our CYE-payroll web page.
____d.
Verify the Employ/Residence field value on the DEDSCN for all 
RITA/CCA city 
deductions. Residence = R, Employment = C.

____e. For districts reporting to the City of Lakewood and Bedford, the tax information should be 
filed via CD.  LNOCA will submit this data on your behalf.  Insure the Lakewood and 
Bedford tax entity code is in the DEDNAM city tax record correctly.
____f. Tax Board amounts option on City tax record:

· If not used and city taxes Medicare pickup, Tax Med/FICA pickup flag should be a “Y” and Medicare pickup is added to the city total and taxable gross amounts, employee pays tax after the fact.

· If used, tax is withheld during the payroll process and no Medicare pickup is added to the city wages even if the Tax Med/FICA pickup flag is Y. Extra tax is paid throughout the year.

____g.  Verify all annuities are coded with the proper annuity type.  Retirement records of 590 


  and 591 should be coded as 401 (a).  If you are unsure of the type of annuity, contact 


  the annuity company.
____h..  Health Savings Accounts – DEDNAM record must be set to an “I”, use   


   MASCHG/BRDANN routine

PRE-W2 PROCESSING

Process Cost of Group-Term Life Insurance Over $50,000   
                                (NC1 - Taxable Fringe Benefit)

· Include NC1 (non-cash earnings) payments for life insurance by using the table below.
· Software will include NC1 amount in the adjusted gross figure, but only Medicare tax will be withheld.

· If the city does not want the NC1 amount included in the gross wages, you will need to reduce the gross and taxable gross fields on the city records by the amount of the NC1 payment after processing payroll.

· If the city wants taxes withheld on the NC1 payment, you will need to set the flag in DEDNAM to a "Y" to 'tax non-cash earn' before processing payroll.

· USPIMPORT can be used to upload this data into either UPDCAL_FUT or _CUR.

This table below is used to calculate the cost of Group Term Life Insurance over $50,000 provided to your employees.  This is processed in USPS using an NC1 (non-cash earnings) pay type in UPDCAL_CUR or UPDCAL_FUT.
Monthly Cost – You determine the monthly cost of group-term life insurance by multiplying the number of thousands of dollars of insurance coverage by the appropriate cost per thousand per month.  You determine age as of the last day of the tax year.  

Cost per $1,000 of Protection for a One Month Period

Age


Cost

Under 25                  
$ .05

25 through 29             
   .06

30 through 34

   .08

35 through 39                 .09

    



40 through 44

   .10

     



45 through 49           
   .15

     



50 through 54                 .23

     



55 through 59                 .43

     



60 through 64        
   .66

    



65 through 69       
 1.27

     



70 and over             
 2.06                     Publication 15-B










              (Rev. 2011)

PRE-W2 PROCESSING
____b.  Process or make any necessary changes to the YTD gross pay, YTD taxable gross pay, 
and/or deductions for the W2 forms for Special Payments.  Salmon Handout

Sources of these changes may be:
· Taxable Fringe Benefits –  employee reimbursements – Pink Handout

NC3 pay type may be used during a payroll to withhold taxes from employee reimbursements

· Life Insurance in excess of $50,000

· Adoption Assistance

· Third Party Sick pay – (Goldenrod)
· Leased vehicles

· Annuities identified as insurance (your carrier will notify you) should be handled as follows:

· Increase the taxable gross on the 001, 002, and OSDI deductions for the amount identified as insurance.  You do not adjust the total gross. 

· Decrease the YTD annuity amount for the same value identified as insurance.  
· While the federal, state and OSDI records always need updated in this situation, only update the city records if the city honors the annuity. You may have to contact city offices to determine this.
____c.  If an employee has reportable dependent care information that needs to 

 appear in Box 10 of the W2 form, there are two ways of reporting: 

1. Enter the dependent care amount in the dependent care field on the 001 federal 

record.

2. If the DPCARE deduction type is being used no further corrections are necessary

            ____d. The Pension Flag must be filled in on the 001 deduction record.  This field will

           

allow the user to determine whether or not the pension plan box on the W-2 form 

           

should be checked.  The values for the field are:

A = Automatically checks the box according to what W2PROC sees in the deduction records.  If W2PROC finds an active retirement record for an employee, the automatically gets checked.  If no active retirement record for the employee is found, the box does not get checked.

Y = Yes, indicates to W2PROC to always check the pension plan box, no matter what else is found.

N = No, means to never check the pension plan box.

PRE-W2 PROCESSING
· If Severance is paid in the year after retirement, box should not be checked if that is the only payment on the W2.  However, if the individual is re-employed in the following calendar year, the box will need to be re-checked.

· If students waive their enrollment opportunities to SERS and STRS, users should run the DEDSCN option of USPSCN and set the "pension plan" field to a "Y" for the first year of employment. If they work in future years, then the box should not be marked so the record will need to be changed to an "N".  

· If board members elect to contribute to FICA, they are not considered eligible to participate in SERS so the box should be marked "N" or could be an "A" because there will not be any retirement record on file so it will automatically know not to check the box. If board members elect to contribute to SERS, then the box can be checked  "Y" or "A”.
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