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ADP helps more than 500,000 small
businesses do their thing.

* |n business since 1949

 QOver 1,700 small business
clients in the Mid-South

e 1,200 of those clients are
less than 5 employee
companies.
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How does ADP help your
business be more
successful?

Risk Management
Cash Flow
People Management
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SUCCESS!

EXISTING
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 Payroll is the reason people come to work!
* HR Is the reason they stay!
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I
THE PAYROLL PROCESS

The payroll process includes the following:
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I
CHALLENGES OF PAYROLL

Complexity
Communication
Technology
Accuracy
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B

WHAT ARE SOME OF THE
CHALLENGES YOU ARE
CURRENTLY FACING?
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1
Withholding Taxes

 What taxes are withheld?
— Federal Income Tax
— State Income Tax (MS, AR)
— FICA- Federal Insurance Contributions Act (SS & Medicare)
— State Unemployment Insurance Tax
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Employee

Employer

FIT  FICA — Match Dollar For Dollar
« W4
« Marital Status « FUTA- .6% (6%) — 5.4% Reduction
» Allowances Credit if SUI is paid on time
SIT
« Al « SUI Tax — 2.7% New Business Rate
* Marital Status « 8000 Wage Cap
» Allowances  .01%-10.0%
FICA « Tax Penalty, Claims,
e S$S56.2% 128,400 Cap Turnover
« Med 1.45% No Cap
Deposits Filings
IRS — FIT / FICA * |IRS - FIT/FICAForm 941
« Deposited in one payment via EFTPS *  Quarterly
« 24 Hour/Weekly/Bi- * IRS-FUTAForm 940
Weekly/Monthly/Quarterly/Annu * Annually

ally
IRS — FUTA
* Deposited Annually

SuUl
* Deposited Quarterly —
State Withholding
* Deposited
Weekly/Monthly/Quarterly/Annually

Copyright © 2016 ADP|

* Department of Labor — SUI Form
DOL Al-qgrtly wage contribution
*  Quarterly
+ Department of Revenue — MS or AR
for example
*  Quarterly
* |IRS - Form W2/W3
* |IRS -Form 1099
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1
CONCEPTS - Classifying Employees

Employees VS Independent Contractors
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I
EMPLOYEE VS INDEPENDENT CONTRACTOR

« What's the difference between the two?
« Who is responsible to classify the workers correctly?
* Why is proper classification important?

 Form W9 (Request for Taxpayer ID Number)
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I
MISCLASSIFYING WORKERS

L_| Employee
D Independent

§ ’a Contractor
e




FLMA “Conventional Wisdom” Major Problem

+ “Everybody | know of pays this way”

+ “Salaried people don't have to be paid overtime”
+ “This 1s what our employees want us to do’

o “This s a family run business’

+ “The employee agreed to this (1099)

+ “We're too small for anyone to sue us’

H ﬂ?
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I
FLSA Keep Accurate Records

Case: Nitin worked for a small gas station and convenience store on Long Island. After an
apparent falling out with the owner, he sued alleging he had been underpaid for at least two
years. Nitin claimed he had routinely worked between 80 and 100 hours per week, at least
12 hours per day, and had never been paid overtime. Instead, he claimed to have been
paid for just 40 hours per week at minimum wage.

The owner didn’t keep time records. Therefore, the court relied on Nitin's records.

The court awarded over $39,000 in overtime pay plus attorney’s fees. (Khuranav. JMP,
Inc., ED NY, 2017)
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B How Do We Classify a Worker?

IRS Common Law Test

Behavioral Control
+ How much instruction is given?
*  Whose equipment is used?
+ |s performance evaluated?
* Istraining provided?

Financial Control
How is the worker paid?
Does the worker make investments
In tools/facilities?
Does the worker have
unreimbursed business expenses?
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Type of Relationship
|s there a written contract?
Are the worker's services available
to other businesses?
|s the worker entitled to employee
type benefits?
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Reasonable Basis Test

There are exceptions to the Common Law Test

« Have received a specific ruling from the IRS (e.g.. a Private
Letter Ruling) that the workers are independent contractors

« Have had a past IRS employment tax audit of the employer
that did not disallow the worker’s treatment as an indepen-

dent contractor.

« Have received guidance from an attorney or CPA that the
worker 1s an independent contractor.
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]
8 RED FLAGS THAT AN EMPLOYEE IS
MISCLASSIFIED

 Red flag #1: Employee is paid hourly

 Red flag #2: Employee is paid a salary less than $455 per
week because he or she is part-time

 Red flag #3: Duties test was never performed
 Red flag #4: Job title was used to determine exempt status
 Red flag #5: Employee's primary duty is manual labor

 Red flag #6: Employee is automatically classified as
exempt because he or she has a college degree

 Red flag #7: State exemption criteria was not considered

 Red flag #8: You make deductions as you would for non-
exempt employees

w /3D
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I
NEW EMPLOYEES

 New Hire Reporting
— Multi State considerations
— Time Frames differ by state

e W4 Form & 19 Form

— Invalid W4s — what are they?
— When should these forms be filled out?

il T
i
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Personal Allowances Worksheet (Keep for your records. }
A Enfer*1" fﬁwwﬂﬂmomnhucannlmmwumadmt . . l B B

— e o 3

B Enter“17if: § = You'rs mamied, have only one job, and your spouse doasn't work; or A -]
+ ¥our wages from & second job or your spouse’s wages (or the total of both) are SX XK or less.
[+ Enter 1" for your spouse. But, you may chooss to enter “-0-7 if you are married and have aither a wu"lung SpOUSS OF More
W_4 than ona job. (Entering “-0-" may help you avoid having too Bttle tax withheld) . . . . . . B ]
D  Enter number of dependents (other than your spouse or yoursel) you will claim on your tax ra‘rum - . . D
E Enter “17 if you will file as head of househeld on your tax return (see conditions under Head of household abﬂ'.'El:I . - E
F Enter “17 if you have at least 53X XXX of child or dependent care expenses for which you planteclaimacredit . . . F

(Mota: Do not includs child support payments. See Pub. 503, Child and Depandent Care Expenses, for datails.)
G Child Tax Credit (including additional child tax credit). Sea Pub. 972, Child Tax Credit, for more information.
& If your total income will be less tham $200X000 $X000 200 if married), anter “2” for each eligible child: than less 17 if you
hawve two to four eligible children or less “27 if you have five or more eligible children.
# If your total income will be between 0 3300 and SX00 300K (3000 X00( and S300( XXX if maried), enter 17 for each eligible child G

H  Addlines A through G and enter total here, (Note: This may ba different fram the number of axemptions you claim on your tax reberny) = H
= [ you plan o itemize or claim adjustmeants to income and want to reduce your withholding, s=2e the Deductions
For accuracy, and Adjustments Worksheet on page 2.
complete all * |f you are single and have more than one job or ar= married and you and your spouse both work and the
worksheets combined samings from all jobs excesd SM MM B 00 if mamied), s=2e the Two-Earmers/Multiple Jobs
that apply. Worksheet on page 2 to avoid having too Iittle tax withheld.

= If meither of the sbove situstions applies, stop here and enter the number from line H on line 5 of Form W-4 balow.

Separate here and give Form W-4 to your employer. Keep the top part for your records.

. w_4 Employee’s Withholding Allowance Certificate OME No. 1645-0074
¥ Whether you are antitled fo clalm a certaln number of allowances or exemption from withholding ks S0
o e et subjact to review by e IS, Your smployer may be required i 56nd a copy of this form to the IFS. 2@"1 B
1 Your first name end middle Inttiel Lest nama 2 Your soclal securfty number
Homs adorness (number end street or rural rodts) 3 []single [ |Mamed [ |Marmied, but withhold &t higher Single rate.
Mote: mamed, but lemlly saparated, or spouse | @ nonmesident alien, check the “Singie” bo.
Clty or towm, stete, and AF code 4 M your last name differs from that shown on your soclsl securtty card,
check here. You must call 1-800-772-1213 tor & replacement card. » ||
5  Total number of allowances you are claiming (from lime H abowe or from the applicable workshest on page 2) 5
6  Additional amount, if any, you want withheld from each paycheck . . . . FE

T I claim exempiion from withholding for 2018, and | certify that | mest both of the fl::l k:-'mng DDI'IdIthEI fc-r El:-canphon_
= Last year | had a right o a refund of all federal income tax withheld becauss | had no tax liability, and
& This year | expect a rafund of all fedaral imcomse tax withheld because | axpact to have no tax liability.

if you meet both conditions, write "Exempt”™ here . . . . e |'.F|
Under penalties of perury, | declare that Il'mreexsmnadmt&oeﬂrﬁcateand luthabe-sto‘fm,,rhwwledgaandbellel it is true, comect, and complete.
's signature
{This form is not valid unless you signiit.) » Date »
B Empioyers name and address [Employar: Complats boxes § and 10 only i 5ending to tha IRS) 9 Ofce code (optional) | 10 Empioyer ientMizason rumber £
For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. Mo, 103200 Form W-d 201
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]
Withholding Allowances
(Form W-4)

 Forms W-4 and W-4P (retirees) tell employers four things:
— Single/married
— Number of allowances
— Additional amount withheld
— If employee is claiming to be exempt

 Employees must complete W-4 when hired

« Employees are not required to fill out new W-4 annually,
BUT should do so if allowances will decrease/increase

« If W-4 is not completed, they file as Single-0
« Employer must make change within 30 days of receiving a
revised W-4 form!
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»  Compilation of policies, rules,
expectations

* Provides basic information about
the company

 Helps demonstrate fairness and
compliance with employment laws

 Meets requirements to provide
certain information in writing

* Helps managers navigate
employee relations issues
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Hiring: |dentify the essential
functions of the job and the
qualifications needed for the role

Pay & Performance: Help set
clear expectations for employees,
and can help the company
evaluate performance, make
compensation decisions, and
identify training needs

e o

Copyright © 2016 ADP, LLC. Proprietary and Confidential. A more human resource.



HR HelpDesk provides best-practice around the following HR

topics . . .
. » Fair Credit Reporting Act

+ Benefits porting

- Compensation + State pre-employment screening

requirements
» Federal and state wage & hour
Family and Medical Leave Act

* |Immigration & -9
+ Performance management

» State labor laws . COBRA

- California labor laws . EEOC

+ Military leave laws + Sexual harassment & Discrimination
» Unemployment * OSHA

. Workers’ compensation » Workplace investigations

S »Hiring
Discipline » Terminations
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The HR HelpDesk DOES NOT

* Provide legal advice

» Review client handbooks

o Fulfill [abor poster requirements
 Contact a client’'s employees’
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Tax & Compliance

* Tax Deposit & Filing

* State Unemployment Insurance
* Management

* Mew Hire Reporting

* Labor Law Posters with Updates
* Premium Only Plans (POPP

* Seamless Payroll Interface

Time & Labor Management

# Electronic Time Clocks

* Handpunch or Swipe Options
* Online Timesheets
* Mobile Solution

HR Qutsourcing

* Professional Employer Organization
* Adminisirative Service Organization

* Flexible Fayment Options * Secure Online Access & Reports

* Realtime Online Processing ] Emplu}reeﬁkr.tezis"
* Instant Fayroll Review * General Ledger Interface

Employer
Offerings

Retirement Services?

* SIMPLE IRA
* Roth 401(k)
* Seamless Payroll Interface Automated Contrbutions

& Money Movement )
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* Pre-employment Verfication
Background Checks

* Online Job Posting

* Resume Filtering
* \irtual Interviews

HR Services

* HR HelpDesk

* Compliance Database

* HR Checkups

* Employee Handbook Wizard

* Hiring, Termination and other HR Toolkits

Automatic Data Processing Insurance Agency, Inc.

Property & Casualty Insurance!

* Waorkers' Compensation Insurance
* Business Owners Policy (BOF)

* General Liability

* Umbrella

* Commercial Auto

Health & Benefits'

* Medical, Dental, Vision
* Life, Disability

L3P
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« ADP RUN DEMO
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https://demos.adp.com/RUN/runComplete.html

—
F.A. Q' S

« Why would | want ADP to process payroll for me?

* What are payroll services from ADP?

« Will ADP pay my payroll taxes for me?

« Does ADP integrate time and attendance with payroll?

* Does ADP have tools for employees to see their payroll
online or with a mobile app?
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Contact Information
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