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DECEMBER 2006


IMPORTANT YEAR-END NEWS & INFORMATION










please read carefully

Dear Employer and Valued Payroll Service Client:

Following are some year-end and new-year reminders and details for your reference.  Please call or email if you ever have any questions throughout the year.  Please refer to your “Year-End Check List” and forward all information for year-end processing and/or changes for 2007 start as soon as possible. 

Enclosed in this notice are the following topics:

(  W-4s & W-2s

(  Termination Checks


(  Filing Forms and New Hire Reporting

(  Payroll service:  office hours, referrals, electronic options (EFTPS/Direct Deposit), invoice payment

(  Important dates
(  Other compensation: in-kind payments, bonuses, reporting tips

(  Labor relations
(  2007 Retirement limits and mileage reimbursement rate
(  “Payroll 101”


To compliment our payroll processing service, it is our pleasure to be as helpful as possible by referring you to business resources such as the appropriate state agencies and/or professionals and consultants in areas in which we do not specialize.  For your convenience and cost-effective use, we have implemented a very affordable Human Resources Support Center and an electronic time and attendance service.  Please visit www.calpay.biz for more information and to try a free 30-day demo!  Also see our “links and resources”.  

MINIMUM WAGE:  January 1, 2007, MINIMUM WAGE INCREASES TO $7.50  and January 1, 2008 to $8.00

W-4 INFORMATION 

Avoid employer W-2 mismatch penalties, fees, and hassles

Beginning with W-2s issued for 2002, the IRS may penalize employers $50 for each mismatched W-2.  Mismatched W-2s are those where the name and social security number do not match IRS files.  

Employers can verify employee social security numbers to names at no charge by calling 

Social Security Administration at 1-800-772-6270 or visiting www.socialsecurity.gov/bso/bsowelcome.htm 

To avoid a potential violation of anti-discrimination laws, company policy concerning the use of SSNVS should be applied consistently to all workers; for example:  if used for newly hired workers, verify information for ALL newly hired workers or if used to verify information on other workers in a company database, verify the information for ALL workers in the database.  As always, employers are encouraged to consult with legal counsel to discuss their internal procedures for human resources management; in this case to avoid a possible violation of anti-discrimination laws. For more information go to http://www.socialsecurity.gov/employer/ssnv.htm
Form W-4s are available at www.irs.gov (top left hand corner) or our site under forms.  We will also provide a copy in an upcoming payroll package as soon as we receive our supply.  A Form I-9, Immigration and Naturalization Service, “Employment Verification Form, is on our web site or visit www.uscis.gov.  Employees do not need to complete a new W-4 each year unless they are claiming “exempt” or have more than nine withholding exemptions.  Also an employee should use a new form to make name or withholding changes.

TERMINATION CHECKS:  withholdings / GROSS TO NET calculation    

Need to terminate an employee outside our normal business hours?   Please use the following withholding figures and publications or use the link from our web site.   www.calpay.biz -- calculators
GROSS (salary OR # of hours x rate of pay)   MINUS DEDUCTIONS (garnishes/medical + taxes) = NET$:

   Social Security: 6.20%  +  Medicare: 1.45%   +   State Disability:  0.60%  +  Federal & State income tax**

  (**for wages under $300, none is required;  if over refer to your Circular E and CA Employer Guide

[short-cut: if GROSS is less than $500 deduct 13%, $500-999 deduct 21% or $1000+ deduct 28%.]

PLEASE FAX a copy of your manual check to us with or before the next payroll.  If you let an employee go, you must issue pay immediately.  If they quit, you have 72 hours.   You cannot ever use money to discipline.

CALIFORNIA PAYROLL CONCEPTS, There IS a Difference!
NORMAL OFFICE HOURS  Monday – Thursday, 8:00am – 4:30pm, and Friday, 9:00am – 2pm

REFERRALS     To thank you for keeping us in mind with your business associates!  It will be our pleasure to give you one FREE* month of service for a new client referral  (*equal to a month of their service value).

www.calpay.biz    Please visit our web site, for useful links to forms and calculators, including W-4s, I-9s, and manual checks, and many other employer and business resources.  If you would like your web site to be added to our business resources, please e-mail info@calpay.biz.  

OUR PAYROLL SPECIALISTS AND CUSTOMER SERVICE TEAM 

for your convenience and most expedited response, you may reach any of the team at:  payroll@calpay.biz or:

Jimmy Louis, jimmy@calpay.biz

       
Karla Tilley, karla@calpay.biz 

Rachelle Shannon, rachelle@calpay.biz    
Sherri Barton, sherri@calpay.biz 

Beckey Sellers,
530-823-5543
       

Kathy Curtis, bookkeeping, 530-823-5543

OTHER SERVICES   If you are not utilizing the following, please call to discuss if they may be of value to you.  

EFTPS:  Electronically pay your taxes.  Your entire tax liability is impounded with each payroll and we pay each specific tax when due.  Advantages include not having to take IRS deposit coupons to your bank and mailing EDD payments as well as providing an automated savings system for your accruing taxes.

Direct Deposit:  Electronically pay your employees.  Your bank account is debited two days before payday to facilitate ACH rules for funds transfer and your employees’ bank accounts are automatically credited with their net pay.  A check register and individual stubs are still issued for records.  Eliminate such hassles as lost checks and individual checks clearing for bank reconciliation as well as saving time signing checks.

Invoice Pay:  We will create our own check for you to sign and return or we can electronically debit your payment with each monthly invoice cycle.

Other features and reports:  

   
(  worker’s compensation reporting, audit reports, statement processing and payments.

   
(  sick/pto/vacation accrual     

(  garnishment processing


(  labor distribution


(  certified payroll 

(  benefit deductions (401K, health/med—provider/set-up referrals available)

(  human resources support center
(  electronic time and attendance

Pricing Structure:  Effective July 2007, our annual fee increase will be a more moderate adjustment twice a year rather than annually in November.  

NEW HIRE/INDEPENDENT CONTRACTOR REPORTING COMPLIANCE

With your payroll service, we automatically process and submit your EDD New Hire Reporting ($6.00 per report—includes all new hires per period).   Reporting is due within twenty days of hire so timely data is important to avoid extra processing charges or EDD penalties for missing data including name, address, and social security number.    Please be aware that California businesses are also required to report independent contractors (1099 individuals).  The obligation to report occurs 20 days from either  1) entering into a contract for $600 or more or  2) when payments of $600 or more has been made.  Please call EDD at 916-657-0529 or visit their web site at www.edd.ca.gov for more information or a supply of the reporting form DE-542 if we are not handling your contractors pay checks.
GOVERNMENT NOTICES AND FORMS

All your employer-related payroll compliance (new hire, quarterly and annual) reporting forms are automatically generated; save a stamp and envelope, you do not need to forward blank forms the IRS and EDD mail to you.

HOWEVER, always please fax any notices specific to your accounts, including wage assignments, and your 2007 tax materials:  IRS FEDERAL TAX DEPOSIT REQUIREMENTS and EDD Notice of Contribution Rates.   

IN-KIND PAYMENTS -- “EXTRA” PAY
Any compensation not paid in money such as goods, food, lodging, or services, as well as moving expenses, medical savings accounts, and certain fringe benefits are called “payments in-kind” and are subject to normal employer and employee taxes.  Please report such earnings as payroll to be included as taxable wages.   Pay for work performed within normal job duties must also be reported as earnings i.e.; bonus’.  

Restaurant employees and employers must also report/tax tips.  Please refer to Publication 531 “reporting tip income” – visit www.irs.gov or call for a copy of more information.  The IRS has also announced a new Tip Reporting Pilot Program for 1/1/07; please visit www.irs.gov/pub/irs-drop/rp-06-30.pdf .

LABOR RELATED CONCERNS? – Wages, garnishments, time cards, hours/overtime, etc.  

California Payroll Concepts is happy to assist clients with employer related questions, but we are not experts in human relations and labor law so will not be held responsible.  For definitive answers to labor issues please keep this number and web-site handy:  Department of Labor, (530) 225-2655  and  www.dol.gov.

Other excellent resources: CA Division of Labor, Standards Enforcement -- Interpretation Manual.  

Go to:  www.dir.ca.gov, labor law, division of labor standards enforcement, interpretation of policy manual.  

http://www.dir.ca.gov/dlse/DLSEManual/dlse_enfcmanual.pdf
The California Chamber of Commerce, www.calchamber.com. 

Foothill Employer Advisory Council, contact Laurel Andrews, Employment Development Dept. Coordinator at 530-823-4150 or landrews@edd.ca.gov
SIGN UP for our HR SERVICE:  starting at $8/month depending on your size and level of support needs.  Visit www.calpay.biz, front page click More Information under Human Resources Consulting & Support section.  

Also available, employee manuals.

2007 —PLEASE MARK YOUR CALENDARS, for these Federal holidays; 

Our office, BANK and POST OFFICE services are closed:

New Year’s Day
,

    January 1 

Labor Day
     September 3

Martin Luther King Jr.’s Birthday
    January 15

Columbus Day
     October 8

Washington’s Birthday

    February 19

Veterans Day
     November 12

Memorial Day


    May 28

Thanksgiving Day   November 22  

Independence Day

    July 4

Christmas Day
      December 25 

SEMI-MONTHLY DIRECT DEPOSIT CUSTOMERS, weekend/holiday paydays to note:   

5th and 20th: Jan. 20th, May 5th, May 20th, Aug. 5th, and Oct. 20th 

and 15th & 30/31st paydays occur:  Mar. 31st, Apr. 15th, June 30th, July 15th, Sept. 15th, Sept. 30th, & Dec. 15th 

RETIREMENT LIMITS & MILEAGE RATE:  

The Internal Revenue Service has recently announced cost of living adjustments applicable to dollar limitations for pension plans for tax year 2007 (Section 415 of IRS Code--IR-2005-120, Oct. 14, 2005)

401K

$15,500   + $5000 catch up for employees over 50

SIMPLE IRA
$10,500   + $2500 catch up for employees over 50

The Federal standard mileage rate for 2007 will be 48.5 cents per mile, compared to 44.5 in 2006.

Thank you again for the continued opportunity to service your payroll needs!

3257 Professional Drive, #F  * Auburn, CA  *  95602

 TEL:  530-823-7000
 *      FAX:  530-823-7607     *       EMAIL: payroll@calpay.biz

“PAYROLL 101”  

   Commonly asked questions for your reading pleasures; courtesy of California Payroll Concepts, 

as provided by the State of California, Department of Industrial Relations, Div. Of Labor Standards Enforcement, doc rev 7-2002

PLEASE VISIT www.dir.ca.gov for more information specific to your situation.

PAYDAYS

Wages must be paid according to a regularly set schedule.  When employees work overtime during a pay period, the payment of the overtime wages may be delayed to the next payday.  All earned wages must be paid at least twice a month on days designated in advance by the employer.  Work performed between the 1st and 15th of any calendar month must be paid between the 16th & 26th day of the same month and work between the 16th and the last day of the month must be paid between the 1st & 10th of the following month.  Weekly or 

bi-weekly payroll may be paid within seven (7) days of the pay period in which the wages were earned.

Executive, Administrative and Professional employees may be paid on a monthly basis, providing all of the following conditions are met:  (1) employees are not covered by a collective bargaining agreement containing language regarding paydays to be applied; (2) employees are not subject to the FLSA; (3) employees’ monthly remuneration does not include overtime pay; and (4) employees must be paid by the 26th day of the month during which the labor was performed.   (ref. section 204)
RECORDKEEPING

STATEMENT OF WAGES

At the time employees are paid, the employer must provide each employee with a written, detachable or separate, itemized statement that contains the following information:

· gross wages earned

· total hours worked (if compensated on hourly basis)

· all deductions (if authorized by the employee, all may be aggregated and shown as one item)

· net wages paid

· inclusive dates of pay period

· name of the employee and social security number

· name and address of the employer (legal entity)

· number of piece rate units (if applicable)

· all applicable hourly rates in effect during the pay period and corresponding number of hours at each rate

These itemized statements must recorded in ink or other indelible form and a copy maintained by the employer for at least three years.

RECORDING HOURS WORKED

Employers must keep records in indelible ink of the time worked by their non-exempt employees.  This can be done by writing out the time worked or by punching a time clock.  The time records must show when the employee begins and ends each work period, as well as meal periods, split shift intervals and the total daily hours worked.  Meal periods during which all operations cease and authorized rest period need not be recorded.

EMPLOYER RECORDS
The employer must maintain employee records in English in indelible ink or equivalent form.  All documents must be properly dated.  In addition to the statement of wages, the employer must maintain comprehensive records showing employees’ names, addresses, occupations, social security number, and ages of minors, as well as payroll records showing the hours worked each day and the wages paid to each employee and keep those records for a period of three years.  Employers are required to permit an employee to inspect or copy records.

HOURS AND DAYS OF WORK

Daily Overtime-general provisions:  All employees shall not work more than eight (8) hours in any workday, more than six days in any workweek, or more than 40 hours in any workweek unless the employee receives one and one-half (1 ½ ) time regular rate of pay for hours that exceed.


Double pay is required for all hours worked in excess of 12 hours in any workday and for all hours worked in excess of eight hours on the seventh consecutive day of work in a workweek.
