	
	TO DO LIST

	
	W-2 Preparation checklist
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	HR
     Verify SSN’s are correct
     Verify employee names and addresses are complete
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	Payroll Plans
     Verify insurance plans are being reported on W-2’s – Payroll Plans – you must
          Report the amount of employee health insurance coverage in Box 12 – Code DD
     Verify TRS – Regular payroll is being reported on W-2’s in Box 14 – Code TRS
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	Reconcile 941 wages to W-2 taxable wages
     Process last payroll for the year
     Run the 941 Verifications for each 4th Quarter & reconcile
     Run the 941 Verifications for 1st, 2nd & 3rd quarters & total on spreadsheet
     Compare EFTPS payments made online to payments posted in WebSmart
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	Print W-2’s
File Electronically
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