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Dear Valued Client,

Happy Holidays!! As we approach the end of 2021, we would like to
keep you informed of some important dates.

T LRV W | 7 S=_=a)
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H|| Recording Items on W-2’s

All payroll items that need to be recorded on your employees’ 2021 W-2 must be submitted to
PrestigePEO no later than December 27, 2021 at 12PM EST. Items submitted after this deadline
will be subject to late processing/filing fees.

For help in filling out your W2 or if your employees need assistance in doing so, please send
them this instructional video.

Payroll items submitted after 12PM EST on Friday, January 7, 2022 will require W-2c’s (an
amended W-2) to be issued to affected employees and will be subject to late processing/
filing fees per W-2c issued.

*PrestigePEO will be closed for the holidays on December 24, 2021 & December 31, 2021.

69,
=2 Year-End Bonuses

Please provide bonus information with your regular payroll, regardless of the bonus payroll check
date. If bonus information cannot be supplied with regular payroll, please submit your bonus
payroll at least 4 business days in advance of the requested check date. We ask that you inform
your payroll specialist in advance of the check date you would like to issue bonus payrolls.

Ef Payroll Adjustments and Fringe Benefits

Final payroll adjustments or fringe benefits must be reported with or before your last 2021
payroll. Common items include:

e Personal use of company vehicles

e Taxable value of benefits paid by employer for S Corp owners greater than 2%

* Taxable fringe benefits such as employer-paid life insurance exceeding $50k

If you have questions regarding which fringe benefits should be recorded as W-2 wages,

we recommend that you reach out to your Accountant and/or Financial Advisors before
submitting to your Payroll Specialist.
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Having Employees Review their Personal Information

Now is a great time to have your employees review their personal information to ensure their
2021 W-2’s are accurate. They can access the PrestigePRO employee portal on our mobile
app or at https://pea-ep.prismhr.com/#/auth/login to review:

Names and addresses - employees should confirm their home address and mailing address.

Payroll Tax Withholding processing - employees should confirm that PrestigePEQ is withholding
federal, state, and local (if applicable) taxes correctly. As always, employees can contact their
Payroll Specialist with any questions.

Electronic W-2’s - Employees can elect to receive their W-2’s directly on the PrestigePRO
employee portal. Electronic W-2s will be available faster and help eliminate paper mail. If
employees have enrolled previously, they do not need to do so again.

§® Terminated Employees

We would recommend that you review your list of employees in PrestigePRO and verify that
all appropriate termination information has been submitted. Employees who are active or
on leave of absence will remain in PrestigePRO.
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Interpreting the Income Boxes on the Form W-2

-@ Box 3 - Social Security wages Box 1- Wages, tips, and other Box 5 - Medicare wages
Earnings paid to the employee compensation and tips
that are subject to Social Gross taxable wages paid to the Earnings paid to the employee
Security tax. (This amount does employee (salary, wages, tips, . .
} ’ = that are subject to Social
not include tips.) bonuses, and/or commissions). ) )
Security tax. (This amount
does not include tips.)
Copy B — To Be Filed With Employee’s 41-0852411
FEDERAL Tax Return. OMB No. 1545-0008
a Employee’s soc. sec. no. 1 Wages, tips, other comp. 2 Federal income tax withheld
50000.00 5000.00
123-45-6789 _ _ _ _ _
3 Social security wages 4 Social security tax withheld
SRy Do e 47000.00 3100.00
5 Medicare wages and tips 6 Medicare tax withheld
12-1234567 50000.00 725.00
c Employer’s name, address, and ZIr code
Company ABC
123 35th St, 6th Ave
New York, MY 10018
d Control number
R2D2
e Employee’s name, address, and ZIP code Suff.
John Smith
456 Example Street
New York, NY 10018
7 Social security tips 8 Allocated tips 9
3000.00
10 Dependent care benefits 11 Nonqualified plans 12a Code See inst. for box 12
13 Statutory employee 14 Other 12b Code
Retirement plan 12c Code
Third-party sick pay 12d Code
NY 121234567 . 50000.00 1535.00
15 State Employer’s state ID number 16 State wages, tips, etc. 17 State income tax
18 Local wages, tips, etc. 19 Local income tax 20 Locality name
) 50000.00 750.00 New York
Foym W-2 Wage and Tax Statement 2021 Dept. of the Treasury -- IRS
This information is being furnished to the Internal Revenue Service. www.irs.gov/efile

] ‘ [

Box 7 - Social Security wages Box 18 - Local wages, tips, etc Box 16 - State wages, tips, etc.
Tips earned by the employee that Gross taxable wages paid to the Gross taxable wages paid to the
are subject to Social Security tax. employee that are subject to employee that are subject to the
(Box 3 + Box 7 = Box 1) local tax (might not equal Box 1) state’s tax (might not equal Box 1).
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Form W-2 versus Final Pay Stub

Understanding the difference between a final pay stub and Form W-2 is important. When
employees receive their W-2, they might notice the earnings on their last paycheck stub are
different from the reported earnings on their W-2.

Typically, this is attributed to one of three different scenarios:

¢ The company offers health insurance that is a pre-tax deduction.
This is the most common reason for the employee’s pay stub earnings to be different
from those on the Form W-2. If the employee participated in the company’s pre-tax
health insurance, the taxable wages in Boxes 1, 3, 5, 16 and 18 will be lower than the
amount of the pre-tax health insurance deduction. Pre-tax deductions lower the gross
wages by the annual amount of the deduction.

Example: Jane’s gross wages are $30,000, but during the year she contributed $3,000
to a pre-tax health insurance deduction. Jane’s taxable Form W-2 wages are 27,000.
(30,000 - 3,000 = 27,000)

¢ Participation in a company-sponsored retirement plan.
These types of plans, such as a 401(k), reduce only the taxable federal and state and
local wages. It does not reduce Social Security and Medicare taxable. Those amounts
are reported in Boxes 1and 16 and 18 (if applicable).

Example: Sondra’s gross wages are $30,000, but over the course of the year she
contributed $2,500 towards her 401(k) retirement. Sondra’s federal and state Form W-2
wages are $27,500. (30,000 - 2,500 = 27,500)

¢ Earnings include non-taxable income items:
Non-taxable income can include reimbursement for mileage or other non-taxable expenses
the employee incurred that were reimbursed to the employee in a payroll. As a result, the
gross wages on the employee’s pay stub often differ from the Boxes 1, 3, 5, 16 and 18 wages
on the Form W-2 because the non-taxable item lowers the gross taxable wages.

Example: Maurice’s gross wages are $30,000, but over the course of the year he
received $2,000 towards a non-taxed car allowance. Maurice’s taxable Form W-2 wages
are $28,000. (30,000 - 2,000 = 28,000)
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You have three (3)
options to choose
from when accounting
for multiple jobs

W-4 Form Breakdown

o W=4

(Rev. December 2020y
Departmaent of the Treasury
Sarvice

OMB Mo. 1545-0074

Employee’s Withholding Certificate

» Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
* Giva Form W-4 to your employer. 2@21

Internal Revenue » Your withholding is subject to review th. IRS.
smp 1: (8} First name and middie initial Last name b} Social security numbaer
Enter
Address * Does your name match the
Personal namo on’?e:r wocial aecurity
Inf i card? i not, 1o ensura you oot
City or tawn, state, and ZIP code greditior . conlact
???— 21 o(

te)  [] single or Married filing separately
[] Married filing jointty or Guakifying widowler)
[C] Hoad of houssheld (Chack cedy it you're unmaried and pay more than half the costs of keeping up a homa for yoursall and a quaifying indhvidual

Complete Steps 2-4 OMLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the estimator at www.irs.gow/WdApp, and privacy.

Step 2:
Multiple Jobs
or Spouse
Works

Complete this step if you (1) held more than one job at a time, or (2) are married filing jointly and your spouse
also works. The comect amount of withholding depends on income eamed from all of these jobs.

Do only one of the following.

{a) Use the estimator at www.irs.gowW4App for most accurate withholding for this step (and Steps 3-4); or

(b} Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or
{c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option

is accurate for jobs with similar pay; otherwise, more tax than necessarymay bewithheld . . . . . [
TIP: To be accurate, submh a 2021 Form W-4 for all other job&. If you {er your spouse) have self-employment
income, in ing as an in use the

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave thase steps blank for the other jabs. (Your withholding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim g n :
De o Multiply the number of qualifying children under age 17 by $2,000» §
Multiply the number of other dependents by $500 . . . . » §
Add the amounts above and enter the total here . . . 3|5
Step 4 {a) Other income (not from jobs). llywwllaxmﬂdfaoﬂmlmywmed ‘
(optional): Wsywmatwm’thwnwmnu.uﬁwmemuﬂmdhwhcwemmsmy
Other include interest, dividends, and retirement income . . . (4{a) |5
Adjustments .
{b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your use the i on page 3 and
entertheresulthere . . . . . . . . . . . . . .. .. .. .. |4B)S
. {c) Extra Enter any additional tax you want withheld each pay period . |4(c}|$

You can have
an additional
withholding
to account for
another job

Step 5: Under penaities of perjury, | declare that this to the best of my and beliet, is true, correct, and complete.

Sign

Here ' ’

Employee's signature (This form is not valid unless you sign it)) Date

Employers | Employer's name and address First date of Employnr identification

Only emgloyment nurmber (El

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No, 102200 Form W=4 2021}
Instead of claiming allowances, you can claim dependents, other income, and

deductions for accurate withholding.

Please note: Allowances (pre-2020) and dependents are not the same. For
example, a filing status of single with 2 allowances is not the same as a filing

status of s

ingle with $1,000 or $4,000 in dependents. Your Accountant or Tax

Professional can help you calculate the equivalent.
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Updating IRS Form
W-4 Through Your

—mployee Self-Service
(ESS) Portal




What is IRS Form W-4?

Form W-4, also known as the Employee’s Withholding Certificate, is an IRS form that
employees use to help their employer determine how much Federal Income Tax to withhold
from each paycheck.

Effective January 1st, 2020, the IRS released a new format of the Form W-4, no longer

allowing employees to claim allowances. The various tax changes of the 2017 Tax Cuts and
Jobs Act ultimately prompted the IRS to redesign the form.

Completing IRS Form W-4

To login to the Employee Self-Service Portal, go to https:/pea-ep.prismhr.com

You may also use the PrestigeGO mobile app on your iPhone or Android.
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Step 1

1. From your ESS Dashboard, click Taxes
2. Under Taxes, click Tax Withholding

Your current Federal and State (if applicable) tax information will appear
3. Click Update Forms to change your current withholding

Step 2

1. Click Start to enter the Employee Withholding Resource Center

# Home | o M|
& Personal > i
@ Berefis >
Pay > Employee Withholding Resource Center
Paid Time OFf The assistant can guide you to the corect forms. You can also choose which forms you would like to fill out if you're certain
W Documens
5 s
M Taxes ~

Step 3

1.  Select which sections you would like to complete
2. Click Continue

#  Home
3 Personel »
L - >
Pay 3 Praass soled which sections ou woukd ik 1o compiete
P Tere G R
Mote: Cipting out of unisdictions, towhich you may be liable. may result in not encugh taxas
- Duerern from beng wiihneid o your employer 1o withhold at a higher rate
W S Federal
& Toes v 0 Vish B compiate foir for I fatiscicten Plaase el deterrming whieh willhaifing forms apely 15 ma
Ta Wikhoking. Vinis s NOT cornplety formes o this jisdictions af this Ema
w3
1095< M Yok Resident
P Fintih B2 complets forms for his juelsadiction. Plaass belp desenine which withhalding forms spply 1o me
° e ® Fntah 82 NOT Gorrplits formas dor this jurisdiction af this Bme
Koo
W et Life S50 By
- i St >

P | —
P . TaxWithholding [oeserem ] (3]
st *  Federal Tax NY State Tax - Resident

Fay 3

Haet Term O ABEL NI ST D0 e
- frevrs Wi

Mlomance

B tem y
0. Nj State Tax - Work

Y Wibcing eu-uu-mﬂ g Sarataly

i Fiing St

MR ot

.24
Wb Ap
PRT——
- 00
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Step 4

1. Complete the Survey
2. Click Next to continue

# o [ — B _________________________________________|
1 Pesorw >
L > Foatal — Sy
ooy 3 [IE—— =
DT O Finesgn Earrad e Eachinkos - | enprc 1o Gy i B Rt e ee it axchision unben sl Wi rad e e of hysical b et for Calandia mal o Gl Lin
i EN |
- i 1 am evempl o degrendert |or wligitia dep i sarvices of @ Horewsideni g inivucions For Fom 5253
Crasens contirar en Expadol
B Toes -
| weant i continus in £ h
< [IEHH| ©
wa
womsc

Step 5

1.  To begin the tax form, click Start

A Home
& Personal > i
@ Benefits > Federal — Summary
Pay > @ Check my progress. Based on answers you provided, we have determined the following
Federal withholding form(s) may apply to you
Paid Time Off
k- =
M e FEDERAL W4  Employes's Wihholding Certificate Not completed
M Taxes ~ € Back
Tax withholding
w2

Step 6

1. Complete the Nonresident Alien survey
2. Click Next

L

o

Fiedeea = Cmaiyess Wimnoiaeg Cenfoue = i

[ B i friea L T

Vs

e

8 slocung es will reai In evierting & markal sizius of Single or Marrisd Beg separaiely regandiens of sctual marhal sS4 oice 1232 for mere deala
axomgt dam

al al their

age an iecams waxwsaty ¥ s are claiming a Lax iy
Form V-4 Woabed sommstale Fomm TI K 2 o

Tt i

i bo spctrec

Nofica: Honroakders

e ifhirbiong amnglion, da v comadele
SR R

Motde

pr ~lizle

0 e SS0De

LR

- el

QT bibwedanss

4 R
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Step 7

1. Determine if you are exempt or not exempt from withholding
Please note: If you are exempt, skip to Step 12 where you can review and submit the form

2. Click Next
#A Home
&  Personal >
®®  Benefis > Federal = Employee’s Withholding Certificate = W-4
Pay >

M Documents

Paid Time Off
m @ Form and Instructions

© Time & Atendance

© Check my progress Select one
W Gvents 0
© | am NOT exempt from 2021 withholding and want to complete this form
M Taxes ~
Nonresident Alien »> © | am exempt from 2021 withhelding
_ To be exempt, you must meet the following requirements:
: + For 2020, you had no federal income tax liability; AND
1005-C = - bt
W  Mobile App
%  Kronos 550 Dev
W Me:Life S50 Dev
es  Metlife

Step 8

1. Select a filing status
2. Click Next

b
§
v

Paid Time Off

W Documents

Federal = Employee’s Withholding Certificate = W.4

B Bens

Taxes v

w2

1095C
Mabile App

Kronos 550 Dev

¢ & *

Mez Life 550 Dev

Met Life

i

Time & Attendance

& manm

Selecta filing status

©) Single or Married filng separstely
© Married fiing jointly or Qualifying widow(er)

© Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual )

~[Eme
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Step 9

1. Based on the criteria, select one of the three options
Please note: Option T has a couple of steps that need to be completed before proceeding to
the next part of the document

2. Click Next

Home
& FPeord »
S : Fodaral = Ermpicyea’s Wittndidng Cartfcate = 1d
Bay 3
B Tine 04
m:h... ;
o Bocumern
@ Charch oy it . o ( o (Z) arw mawrhed Bing jointly and your spouss 20 works. The comect smount of withoiding depands on incoms samed teom al
B e ol thesa jobs
| Tames v Salact one
1 mant 10 e the workshest to calulate roughly sccurate witholdng
e —_— B 1|1 o oo s oy s o Mo Thi s b, i b oo it i iy e, e bice i Pciiby sy b witheahd
i > ) Nonw of e abeve
e - 3| -EZe
£ Kronoa S50 Dev
W Mt 550 Dew

Option 1 - | want to use the worksheet to calculate roughly accurate withholding

1. Select two (2) or three (3) jobs
2. Click Next

Home

e

Personal »

W Bercs ? Federsl = Empioyes’s Withholding Certificate = W.d

Pay >

Paid Tirme Off
@ Form and Instructions

B Documents

© Check my progress o Multiple jobs worksheet, select one
Events

O Two (2) jobs

Taxes ~

Nonresident Alien »> © Threa (3) jobs
Exemption >
< [

P Filing Status »
%  Mobile App Step 2 Survey |
@ Krenos SSODev Muitiple Jobs Worksheat Survey - Step 2b

W Me:Life 550 Dev

e Matlife

@ Time & Anendance
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Option 1 (continued)

1. Use the worksheet to compute an estimate withholding

2. For two (2) jobs, enter the information in boxes 1 and 3; box 4 will auto-calculate for you

3. Click Next

[P, - S |

H yus hoortd The opbon in Siep 2k) om Farm W, i

[Er—

& Fesona

cormplete the workshuet and srter B rescll o the Form Wed for the bighest paping [ob

¥ mawy an oeg job han aneual wages of moes han §120 000 of Phare ars mare than thee jobes. ae Putsicatan 505
Page 4 Taxable Wage and Salary Tables

o a1 joba) o ey CHE Form VL Wi il by et vt o

T o o
{
8
£

i
i
5

|

3. Enter the numbse of pay pariods par yhar of Ehe B

. Tosc o, 1y o P v o o o e fiing oty ey an yosar apess sl harvo cne job. fioed he aemcunt frowm the apaeapriste atds on puge &
“Highar Paying Job™ raw and the “Lews: Parying Job™ columa, find the valus ot the Intarsection of the twe houssbold salaries and seer that valus on line 1. Than. skin 10 line 3.

the

onter 12, ole.

2 (Semiarrusaly) -

& o Form W for the highast paying job.

s | oom

Moly: T & § Compited vt

4 Divida tha annual ssnouint oa e § ar 2¢ by the aumber of pay e dosds.on fins . [Vou may 16iind this. to the clossst whals dallar amount] Entes this amaunt bacs sad on line

ok For examgle, if enter S 1% pays ewery cther wesk, snter 26; if it pays monthly,

L.
[ @

4. For three (3) jobs, enter the information in boxes 2a, 2b, and 3; boxes 2c and 4 will

auto-calculate for you
5. Click Next

e — R
[ T— Simp 22, "t » st  Fem et -
FpE— > e e 5 ot o P g o
9 bewn 5 tan 1 Pughcntion 505
. i W -I Fage 4 Taxatie Vieage and Satary Tables
: B 5 Mot Firy e
T T 2 . *I s S e T s g
*
L]
L]
s L e “Highas Parying Job™ s Parying
- U 0 Bo” coburn. and ervier hat vadn on b B
O Trei s
5 Fem ™ popeg joa 4 i T Tger Payeng Jb” i 40k ke Tt Sl e B ot T 08 Lt Fiying s
atia 4o page o

PR
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Step 10

1. Determine if you would like to claim any dependents

2. Click Next

# Home
&  Personal >
W Beneins 3

Pay >

Paid Time Off

Dacuments

Federal = Employee’s Withhoiding Cerbficals = W-d

B Check my progress
i Eeenc

M Taues w I

= |
[

Would you like to claim any dependents?
0 Yes
O No

To qualify for the child tax credit, the child must meet the all of following conditions

« be under age 17 as of December 31
« be your dapendam who fves with you for mora than half tha year
+ hava 5 valid social sacurity numbss

e

4. |If you are claiming dependents, complete these three (3) steps

5. Click Next

# Home

& Personal >

% Benefics >
Pay »
Paid Time Off

k2P| O Form and Instructions

Federal = Employee’s Withholding Certificate = W-4

© Check my progress

Number of dependents under the age of 17

v

Number of other dependents

Exemption

v

Filing Status

Other tax credits (such as education tax credits and the foreign tax credit)

Mobile App

s

v

Kronos 550 Dev

4 &

MezLife

i

Time & Amendance

wee

N
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Step 1

1. Determine if you would like to include other income (not from a job), deductions, and
extra withholding

2. Click Next
w wome I
- Perrons! >
A S g Fadaral = Empioyes's Wihhoidng Cetfcaie = Wed
Py »
Paist Time O

@ Chach rry primgwss. o Would you ke nplete atep 4 [Othér A for oither income, deductions, and extra withholding? This step is optional
B Eers
S Ye
| Texes ~
[ 3 3 A o
Ex (3
- < |0 ©
1085-C £
W Mobleso i 2 Sunvey d
& Kronos S50 Dev Nepandarits. survay - Slop [
‘W Met Life 550 Dev Ottt Adfustmionts Servas (Opticnal] - Stop 4 >
- Mezlie

& Time EAnendance

4. If you are including other income, deductions, or extra withholding, complete these steps

5. Click Next
Home

& Pesonat »

¥ Benefita > Fedaral = Empioyse’s iWenoidng Canicate = i-d
L »

[ - o A W you wnt: vax withbeld or other fncome ou expect this year thet will mot have withholding. snter the smount of othes income bers. This may include insnest, dividends. and
B e retirement income.
T Te - ]
M L
- e
[ »
Wl
— > © empect B ofar Ty ]
. oas 3 | will clain they standlard deciacion
e Mabsle hpp — oy >
4. Emer " pay pevicd
O Krons S50 Dev y » :
W Mt fe 550 Diev [ - (Chtbomal - Stas >
~[Eale
-

w 8
P
i
i
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6. If you expect to claim deductions other than the standard deduction and want to reduce
your withholding, complete these steps

W Home
& Pesnal 3
i > Fodaral = Empioyes’s Withaaiing Carticate = Wod
Py »
Paidl T 0N
m Doomes
1. Ertor your 201 Bemi o, Such doducti " aalifying homs morigage inoiest, chaitabl contributions, sats sad kel taes fup 20
o B $10,000), and medical expenses in excess of 7.5% of your income.
| Tam ~ L2 |
T = Plasie anter & vald dollar smoust
e 2. Eilie $29.990 I yourvs maiied fling jointly o qualitying widswlorl: 12,500 i you've bsad of Bnssabestd: $12,550 if o' singhe o maribed fling sapsiitily
Togse 525,100 -
& Mobieip 3.1 fine 1 is greases than line 2. subtact line 2 from fine 1 and enber the result here. 1f line 2 bs grester fine 1 , emior 0
B Frones 550 Dev 5 a00
W Merlfe S50 Der Mode: Tha 2.8 computed vale
S — A& Entar i i your student loan intferest, IRA, rd cartain othat it of Schadule 1 [Forrm 10407). See Pub. 505 for mose information.
0 Tmek dmicdance El S
o Ploase snter & vald dolar smoust
§ R
A Add line 3 and 4. Ented the resoll here snd in Step &(b) of Form W4
& 0o
Moge: Tiis oo § coomes it iy
< [0 @

Step 12

¢ Review the form for accuracy

*  Print/Save a copy for your records

*  When ready to submit, check the box
* Click Submit Form

Please review the document below

If you would like to make any changes, you may return to the previous page.

If you would like to submit this form, please agree to the terms below.

Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete

S Fom | i |
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Thank you in advance for your cooperation as we
approach the end of 2021. We always appreciate
the opportunity to offer you and your employees
personalized one-on-one service. If you have any
questions, please feel free to reach out to your
dedicated Payroll Specialist.

Best Regards,
%7%&W

Joey McCormick

Director of Payroll
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