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www.CustomPayrollServices.com 

 

2009/2010 GUIDEBOOK 

__________________________________________________________________________ 

  
 

 

To our Valued Clients,  

 

 

Another year is coming to a close, and we would like to take this time to thank you for your 

business.  We would not be where we are today without the support of our loyal clients and 

for that we are extremely grateful.  

 

As many of you know, every year at this time we produce this Guidebook to assist you with 

your year-end responsibilities and help you prepare for the months to come. The Guidebook 

also contains information about the many products and services that are available through 

Custom Payroll Services that you might find of interest.  This year, we are pleased to offer 

several new features, not all of them specific to payroll.  We hope that you find this 

Guidebook useful now, and as a reference in the New Year.  

 

Looking forward, you can be assured of our commitment to providing you with the highest 

level of customer service and the very best in today’s technology to help your business grow 

and prosper. 

 

We wish you much success in the year ahead and hope for a healthier economy for all of us!  

 

 

 

Martha Burman 

President 

Custom Payroll Services Inc 
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NEW DEVELOPMENTS  
 

CPS HOSTED SOLUTION 

 
The full payroll system of Millennium will be available through our new hosted solution in 
2010.  This payroll software includes greater reporting, more screens and a more robust 

report writer.  

 
If you are currently using Payentry, our original Internet version, we can convert your 

account back to the software version and get you trained quickly. If you are already using 
our payroll system, you may still want to convert to our hosted solution because it will 

provide you with all of the functionality that you have now and eliminate the need for your 

IT professional to support it. 

 

SWIPECLOCK ENHANCEMENTS 
 
If you use Swipeclock and you use our payroll software or our hosted solution, you will 

have much greater access to all aspects of time and attendance.  A link will eliminate 

double keying into Swipeclock entirely.  All changes and adds can be made through 
payroll and then synced to Swipeclock automatically.  You will also be able to see each 

employee’s punches in the employee’s module right in the payroll software.  You will not 

need to go directly to the time clock again.  At the present time, Payentry will not work 

with the new functions.  If you are currently using another time system you can call us for 

more information on Swipeclock. 
 

A scheduling feature has just been introduced to the current system.  Additional 

development will go on over the next six months with a potential release date in the 
second quarter of 2010.  When completed, it will enable the employer to better organize 

and commit employee labor hours to defined start and stop times.  There will be much 

more information sent to you early in 2010. 

 
New Clocks Introduced: 

 

Clock L1: This is a highly sophisticated biometric tracking system that will identify 

employees from the pattern of capillaries under the skin even in the presence of wet, 
worn-down, aged or dry skin.  The L1 is highly resilient, making it ideal for high traffic 

areas.  This unit can record punches by proximity cards.  It requires professional 

installation. 
 
Vx Series: This clock is highly portable and has an internal lithium battery that can last up 

to one week. The Vx connects to the web through out the work day to send employee 
punches through a cellular (wireless) data connection. 

 
Z Series: This clock is a feature rich timekeeping solution that offers employers a wide 

variety of valuable labor management technologies.  Among other features, the Z18 uses 

proximity badges, Ethernet data connectivity, bell chime support and biometric readers.  
This device will also track time using badges from an already existing security system.  

Thus it will eliminate the need for an employee to carry two cards. 
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TAX CREDIT SERVICE, RESEARCH AND DEVELOPMENT 

CREDITS AND EMPLOYMENT AND INCOME VERIFICATION 

 
CPS now offers a service to help your company qualify for valuable federal, state and 

local credits that are available to employers nationwide. Credit information is gathered 

from new hires using a comprehensive questionnaire, which is sent to our credit service. 
They identify the credits and pursue them with the jurisdictions. A reasonable and 

customary fee is charged when the credit is issued. 

 
Research and development credits are available nationwide for employers engaged in 

services that maximize the value of their products and services. Your company may 
qualify for federal research and development credits if you engage in process 

improvements and developments, improvements in function, reliability and quality to 

existing products or other efforts that involve redesigning or improving processes, 
formulas, software or techniques. The recovery of these credits can be very complex and 

our staff can see that your credits are maximized. This is a contingent service. 

 
CPS also offers employment and income verification through US Verify, which provides a 

paperless I9 verification system that will automatically populate the federal and state 

employment forms. The result is a truly complete, employee on-boarding solution for all 

of your new hire forms. Clean data is captured on a secure site and can be downloaded to 

populate your HR system. A small fee is charged for each new hire processed. 

 
Employment and income verification services are free to our clients. This is a fast, secure 

and accurate way to offer verification of employees’ income and employment to others 

and can help eliminate the daily burden put on HR departments by banks, mortgage 
companies, and government agencies who need to verify this information. 

 

 

HUMAN RESOURCE INFORMATION SYSTEM 
 
CPS HR is a new HRIS system that is fully integrated with our payroll software. A 

comprehensive management tool for employees, managers and supervisors, it has a 

wide range of beneficial features.  
 

The employee online record database provides a full service employee portal that 

includes employee information ranging from date of hire and time and attendance 
records to all demographic information, employment history, benefit enrollment, 

compensation data records and reviews.  Benefit compliance includes COBRA tracking, 

ERISA, HIPAA and Workers Compensation, benefit census, benefit statements and more. 
 

In addition, it has a full library of HR and benefit reports that can be exported as Excel 
spreadsheets. You will also find training and safety records, and payroll time and 

attendance records that can be imported into payroll. 

 
System level features include: job posting on the Internet, applicant tracking, on boarding 

with automation for all of your new hire forms including employer tax credits and I9s. 

This information and structure is available to supervisors, managers and employees 
through a Web portal customized to fit your company’s needs.  
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OTHER SERVICES  

 
THE HOLIDAY CHRISTMAS CLUB   

 
This club is very popular with our clients and will be offered again this year. Deductions 

for the 2010 season will begin on December 1, 2009, and end with your last payroll in 
September 2010.  Refer to the back of this Guidebook for additional information. On the 

form, please note that all amounts are estimates, and will vary based on your payroll 

frequency, payroll calendar, and employee Christmas Club deduction amount. This is a 
great program to help your employees save for the holiday season.   

 

2009 STOREROOM     
 
CDs will be available by mid-first quarter 2010.  The CD will include all reports, quarterly 
tax returns, W2’s and payroll checks processed for 2009.  All data is copied exactly from 

your processed payrolls, including adjustment runs. They show the year-to-date 

information, balances, etc. from that point in time.  All pay stubs, quarterlies and W2’s can 

be reprinted whenever you need them eliminating the inconvenience and cost of having 

us reprint them for you.  The CDs are generated and billed automatically.  If you do not 

need it, fill out the form that comes with it and return it to us following the directions 
provided with the CD.  The cost for this valuable CD is as follows: 

 

• $40    -  50 employees or less 

• $100  -  51 – 250 employees 

• $150  -  251 employees or more 

 

EMPLOYEE SELF SERVICE 

 
Go green this year with a paperless payroll. With employee self service your employees 

can access their pay stubs and W2’s via the Internet and you can have your payroll 

reports electronically sent to you.  If you still have employees that get live checks, we 
offer debit cards as well.  No delivery of payroll!  Even terminated employees can be 

instructed on how to access their W2’s, saving you postage in mailings. Federal 

regulations require that all employees receive advance notice and approve W2’s in 
advance of their data being listed on the Internet. Call CPS for additional information. 

 
WORKERS COMP PAY AS YOU GO 

 
This program offers benefits to employers who are used to the traditional model of paying 

workers compensation insurance. 

 
Benefits to Employers: 

 

1. Zero down payment vs. 20 – 30% of premium in the beginning of the plan year. 
2. Payments per payroll are based on actual payroll, not estimates. 
3. Improved cash flow management. 
4. Decreased or eliminated audit surprises at the plan year-end. 
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UNEMPLOYMENT MANAGEMENT 

 
CPS has partnered with one of the nation’s leaders in the unemployment and verification 

industries to provide these services to our clients.  Through CPS, you can now receive 

accurate, timely information concerning your unemployment taxes, claims and job 
verifications, while maintaining full compliance with all laws, rules and regulations. And 

you’ll be provided with customized strategies for combating unemployment claims and 

identifying legitimate savings in unemployment taxes.  Working with us, you have access 
to the resources you need to control these costs.  Call your payroll specialist for more 

details. 

 

      BACKGROUND CHECKS       
 

CPS is proud to partner with National Crime Search to provide you secure and affordable 

access to a web-based national criminal directory. This directory includes over 507 
million criminal records covering all 50 states plus the District of Columbia, Guam and 

Puerto Rico.  NCS is committed to providing a high quality, low cost, complete solution 
tailored to meet your criminal background search needs. The system is fast and easy to 

use allowing for immediate results.  Don’t let a bad hire ruin the business you’ve worked 

so hard to build.  Background screening makes good business sense and now it’s easy for 
you to do through CPS.  Call your payroll specialist today for more details. 

 

FREE MILLENNIUM 3 SOFTWARE ADD-ONS 
BATCH PAY ENTRY AND NEW HIRE WIZARD 

 
The New Hire Add-On provides an extremely flexible new employee screen that is fully 

configurable. In fact, when setting up a new hire, every employee-related field can be 

shown as optional or required. This includes rates, deductions, taxes, accruals, and direct 
deposits, among many other fields.   

Using the New Hire Add-On, you can eliminate missing data, simplify and speed up new 
hire setup and reduce training costs by minimizing the steps needed to setup an 

employee.  

The Batch Pay Entry Add-On features a customizable payroll data entry grid that 

provides easy access to all checks within a selected batch and displays them at the same 
time, all on one screen. It also allows full customization of the columns displayed. 

 

With the Batch Pay Entry Add-On you can enter payroll faster and you minimize delays by 
accessing the database less frequently, thus reducing the need for screen updates. In 

addition, a simpler interface shows only the pertinent payroll information, which eases 

employee training.  
 

This free software is now available. To schedule your installation, contact your payroll 
specialist at 410-229-0000. 
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ADJUSTMENT AND BONUS PROCESSING 
 

FORMS 
 

Included in this Guidebook are the adjustment and bonus payroll forms for your use.  Use 
these forms to notify CPS in advance of changes to your processing dates and/or any 

special instructions for additional payrolls.  

 
Forms can also be found at www.CustomPayrollServices.com.   If you need assistance in 

completing these forms, contact your payroll specialist.  All forms should be emailed to 

Cuspay@cpspr.com or you may fax them to your CPS payroll specialist at 410-229-0177. 
 

SPECIFICATIONS 
 

Due to the substantial increase in adjustment and bonus payrolls CPS receives from 

clients in November and December, we require that all clients adhere to the following 

specifications in order for CPS to maintain the high level of customer service that you are 
accustomed to: 

 

Your normal payroll transmission time is a minimum of 2 business days before check 
date.  However, during the last week of November, and the entire month of December, 

adjustment or bonus payrolls will have a required minimum of 3 business days for 

transmission or fax to CPS before check date.   

 

Because of time constraints, all adjustments must be completed before your last payroll of 

the year.  Remember, no matter how early you submit your adjustment or bonus payrolls; 
the check date activates the money movement from your account. A $75 fee will be 

added to your invoice if we are not given sufficient notice. 

 
We try to inconvenience our clients as little as possible.  However, if you process a 

payroll that is much higher than your norm, you may be asked to wire the funds to 

us in lieu of the normal ACH process.  If you expect to run a larger than normal 

payroll, let us know as soon as possible.  Then if we do require a wire, you will have 

more time to do it. 

 

SPECIAL NOTE: Your bonus or adjustment payroll, either by itself or in combination 

with a payroll with the same check date, may generate federal tax liabilities in excess of 
$100K.  The tax deposit becomes due the next business day after the check date.  Please 

make sure all payrolls are submitted on time so tax deposits can be paid within federal 

and state guidelines. 
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ADJUSTMENT RUN ITEMS  
 

Items that may generate an adjustment run include but are not limited to the following: 
 

� Manual and voided checks not entered into payroll 

� Earning or deduction coding discrepancies 
� Missing Tax Codes or incorrect tax code setup 

� Third Party Sick Pay 

� Cobra 
� Employer contribution to an H S A plan 

� Group Term Life Insurance (GTL) ** 
� Personal use of company vehicle ** 

� Employee Business Expense reimbursements ** 

� Company paid: health club membership, parking, transportation, etc. ** 
� Awards, gifts, etc. ** 

� Auto Allowance ** 

 
** This type of adjustment must be entered on a payroll when the employee is being paid to avoid 

tax out-of-balances on the 941.  All adjustment runs done after December 31, 2009 will 

automatically require amended returns.  (See attached fee schedule) 

 

Taking time now to address above items will assure a smooth year-end and avoid late tax 

deposits and penalties.  CPS will begin processing quarter-end and year-end returns 

after your last regularly scheduled check date for December 2009.  If your last regularly 
scheduled payroll is not the final processing, we must be informed as soon as possible.   
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PAYROLL TOPICS       
 
We will begin sending year-end email alerts in December. We provide these alerts as 

helpful reminders and encourage you to watch for and read them. 

 

WITHHOLDING RATES 
 

The American Recovery Act of 2009 effectively lowered withholding rates.  Individuals 
and couples with multiple jobs may need to submit a revised form W4 to ensure that 

enough is withheld to cover the tax for combined incomes. You should consider 

discussing this with your employees. Contact us with any questions about this. 

 

FEDERAL TAX DEPOSITS 
 

CPS recently requested that EFTPS Inquiry Personal Identification Numbers (PIN) be sent to 

all of Full Tax Service clients. Your PIN can be used to verify federal tax payments made 
by CPS on your behalf. Upon receiving your documents from the EFTPS Enrollment 

Processing Center, you should review the instructions for going online and viewing your 

federal payment history. Your PIN should be retained for your records and is not needed 

by CPS. If you do not receive an EFTPS Inquiry PIN, contact our tax department.   
 

THIRD PARTY SICK PAY REPORTING  

 
Third party sick pay must be reported to the IRS and Social Security Administration 

during the same tax year that the employee received the disbursement.  Employers 

receive a copy of each disbursement when the employee is paid by the third party 

vendor.  We strongly recommend that third party sick pay be entered into payroll when 
received to avoid last minute year-end adjustment runs.  The third party sick pay carrier 

will send an annual reconciliation of benefits, but unfortunately this usually arrives to the 
client after the filing deadlines of the IRS.  The annual reconciliation can be compared to 

payroll reports to ensure accuracy. 
 
If any of your employees received a disbursement from a third party sick policy in 2009, 

those disbursements must be posted to payroll no later than December 31, 2009.  Make 

sure your third party sick pay vendor knows that you need the data to report on your 
payroll or to CPS.  Late reporting of income and tax deposits due to late receipt of 

information from your vendor is not an acceptable explanation to the IRS.  If you know that 

you will not have the data before the year-end deadline, please contact your payroll 
specialist by email or fax to place your quarter-end and year-end processing on hold. 

 

COMPANY POLICY CHANGES 

 
Changes to company policies that are intended to affect payroll in 2010 should be 

submitted to your CPS payroll specialist no later than December 1, 2009.  These changes 

include but are not limited to: pay frequencies, insurance rate changes, time off policies, 
general ledger, 401k, etc.  This gives the quality control personnel time to setup and test 

changes before implementation.  We cannot guarantee the implementation of policy 

changes for the first payroll of 2010 on requests received after December 1, 2009. 
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ANNUAL TAX UPDATE  
 

Tax updates are automatic and you no longer have to go to our website to download tax 
tables.  Each time you “sync” with CPS, your tax tables are updated. 

 

LATE PAYROLL NOTIFICATION  
 
We now have a program to notify you by email of your payroll being late for its scheduled 

processing date.  These email notices are generated at approximately 1:30 p.m. on your 

scheduled processing day to let you know we have not yet received your payroll.  We 
have received good feedback from clients who appreciate this added service.  Since this 

email is system generated, if you have any changes regarding who you would like to 
receive this notification, please let us know. 

 

FEDERAL BANKING RULES  
 

The National Automated Clearing House Association (NACHA) is a not-for-profit 
association that works with banks and other users of the federal banking system to 

safeguard the integrity of the Automated Clearing House.  When we send a direct deposit 

file or a tax file for you we are using the Automated Clearing House (ACH).  As our client, 
you are the “originator” of the data in the file; we rely on you to ensure that the data you 

submit to us is not in violation of the laws of the United States.  Our bank requires the 

inclusion of NACHA’s rules in all of our client agreements.  We will be forwarding the 

agreement to you at the beginning of the 2010.  Your cooperation in signing and 

returning this document will be most appreciated.  Note that this will have little or no 

effect on the way we process your payroll.  For more information regarding the 
provisions of the NACHA rules, refer to the NACHA website at www.nacha.org.   

 

BANK CHANGES 
 

It is very important you notify us immediately of any banking changes for your company, 
or for your employees.  With so many banks merging there may be changes to the bank 

routing numbers and account numbers that need to be updated in our system.  
 

2010 PAYROLL CALENDAR 
 

Your payroll calendar automatically updates each time you process payroll.  A one year 
calendar is kept at all times. This means that as you process a check date, your 

scheduling rules setup in our system will add a new check date one year in advance.  

Currently the calendar year 2010 has been produced through the end of October 2010.  
At the end of December, if you need to review the calendar setup for 2010, please contact 

your payroll specialist via email and the calendar will be printed and emailed to you.  If 

changes are required or if known bonus/commission payroll dates are to be added, 
please note them on the calendar and return them to your payroll specialist. 
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W2 and 1099 PROCESSING 
 
We will produce multiple W2’s for any employee that has paid taxes in more than one 

state or local jurisdiction during the year.  All W2’s will be filed with the Social Security 

Administration electronically for all full service tax clients.   
 
Correcting W2 data: CPS emphasizes the importance of carefully verifying all employee 

demographic information for year-end.  Fax and autopay clients should send any changes 

with payroll before your last payroll of the year. CPS does provide a W2 edit report with 

each quarterly package.  Please review the information and fax back any changes to CPS, 
before your last 2009 payroll processing. 
 

Verifying employee Social Security numbers is extremely important to the 

employee and you, the employer. Correct numbers as well as names will ensure 

accurate Federal (SSA), State unemployment reports, accurate records for your 

employees’ retirement, and will avoid possible penalties for you.  The URL address 

for this site is www.ssa.gov/employer/ssnv.htm.   

 

Factoid:  Did you know that there are over 3 billion dollars sitting unallocated due to 

employee name/SSN mismatches?  Every employer should do their part to ensure that 

employees get the social security credits they have worked hard to earn. 
 

CPS will report all Section 125 in box 14A on your employees’ W2’s.  Please call your CPS 

payroll representative if you do not want these amounts reported on the employees’ 

W2’s. 

 
Deferred Comp/Pension box on the W2:  

(1) Any employee that contributes to deferred compensation by payroll deduction will 
have the pension box marked on their W2 automatically.  This process is transparent 

to the client. 
 

(2) Any employee who is eligible to participate in an employer-sponsored plan, but 
elects not to, should also have their pension box marked. This is not automated.  It is 
the employer’s responsibility to indicate what applies in these circumstances.  The 

“retirement plan” box is located on the employees’ miscellaneous tab in the 

employee module. Fax clients must notify us in writing before the W2’s are printed if 
they need these boxes marked. 

 
(3) If the company has a qualified pension plan that does not run through payroll, the 

pension box should be marked. This is not automated.  It is the employer’s 

responsibility to indicate what applies in these circumstances.  The “retirement plan” 
box is located on the employees’ miscellaneous tab in the employee module. Fax 

clients must notify us in writing before the W2’s are printed if they need these boxes 

marked. 
 

In addition to the SSA W2 diskette, we can create state withholding W2 diskettes for states 

that require it. Please contact the tax department if you would like to contract this service. 
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Again this year, we will be providing a second set of employer W2’s for all of our clients.  

The cost for this will be $.45 per W2. (Four employees to a page in alpha order.)  The 
second set can be used as a back-up copy for your employees.  Please contact your 

payroll specialist in writing if you do not want this service.  If you do not opt for this 

service and later find you need additional copies of the W2’s, you will be charged $30 for 
six or less W2’s, and the full set charge if you require more than six. All reprinted W2’s 

will be processed after all first run W2’s have been processed and delivered.   

 
W2 billing will appear on an invoice in January 2010.  In some instances, you may see the 

billing on an invoice before the receipt of the actual W2’s.  Since our W2 packages vary 
depending on your level of tax service, please refer to the list below to determine what 

will be included in your W2 package.  Please check your package for accuracy as soon as 

it arrives.  A complete set of W2 copies will also be available on the “Storeroom CD” as 
well.  These copies can be easily accessed and printed at any time.   
 

Tax Filing Client package will include the following: 

 

1) One set of pressure sealed employee W2’s in alpha order. 
2) One set of employer W2’s (four to a page) in alpha order. 
3) One second set of employer W2’s (four to a page) in alpha order. 
 
Tax Support Client package will include the following: 

 

1) One set of pressure sealed employee W2’s in alpha order. 
2)   One set of employer W2’s (four to a page) in alpha order. 

3)   One second set of employer W2’s (four to a page) in alpha order. 

4) One set of State and Local W2’s (four to a page) in alpha order.  
5) Diskette to send to the Social Security Administration. 
6) Diskette to send to the State (if applicable). 
  
We will begin shipping W2’s  and 1099’s on or about January 15, 2010.  W2 reprints will 

be processed after all first run W2’s are completed.  There will be an additional charge 

for W2 reprints resulting from late adjustment runs. 
 

A W2C is required to correct name, address (employee copy only), and social security 
numbers and wage reporting errors. CPS will complete and file W2C’s.  Please contact 

the Tax Department for additional information on this service. 

 
� Social security number corrections require communication with SSA, state 

income tax and unemployment agencies.  A W2C is required for SSA and state 

income tax.  A letter of notification to the unemployment agency is usually 
sufficient.  These require no intervention by CPS. 

 

� Wage reporting errors will require amendments to the IRS and State taxing 
agencies.  CPS will file amendments per the clients’ request.  Refer to the 

enclosed chart of fees for pricing.  The total of all W2’s and W2C’s must equal 

the total of all 941’s and 941C’s filed for the calendar year.  The smallest 

variance will generate a notice from the SSA and other tax agencies. 
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CPS can provide employee/employer copies of forms 1099M and 1099R. All information 

pertaining to 1099’s must be submitted no later than your last payroll processing in 
December 2009.  All 1099’s will be sent by courier directly to the client for distribution to 

the employee.   

 
1099M and 1099R: CPS will no longer provide red copies of the 1099 or 1096.  If we are 

printing the employee copies of form 1099M or 1099R, we will file your 1099M and 1099R 

forms with the IRS electronically.  This service is available only for those clients that 
process 1099 information prior to the last payroll processed for the year.  There is a 

charge of $25 for this service.  Please contact our tax department if you want to decline 
this service. 

 
Maryland W2’s: Maryland’s minimum employee requirements for filing W2’s 

electronically or on diskette is 100 employees.  All full tax filing clients will be filed 

electronically.  Non-tax service and mini-tax service will be furnished a diskette and 

billed accordingly. 
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2010 FEDERAL AND STATE TAX CHANGES 
 
You will start receiving the 2010 federal, state, and local tax pay frequency changes and 

unemployment tax rate notices shortly. These must be forwarded to our office 

immediately upon your receipt.  Our timely receipt of these notices ensures the accurate 
collection and filing of payroll tax.  

 
CPS will continue to use the 2009 rates and frequencies on file in 2010 until new ones are 

received. If we use the 2009 rate to calculate unemployment during 2010, prior to 

receiving the updated information, any under/over collection will be adjusted during the 
quarter end process.  

 

We will not be responsible for client penalties resulting from our late receipt of 
unemployment, federal, state or local tax notices.  Please fax tax rate notices and 

frequency changes to our tax department at 410-229-0177.  New coupon books should be 

forwarded by U.S. mail directly to our office. 

                            
MANDATED CHANGES FOR 2010 

 
The following guidelines were in effect as of the date of this printing.  It is always 

recommended that you check with your tax professional. 

 

  Federal: The Social Security Taxable Wage base for 2010 remains at $106,800 
with a $6,621.60 tax base. The Medicare tax has no maximum limit.  Tax rates remain the 

same for both taxes, 6.2% for Social Security & 1.45% for Medicare. 

 
By February 16, those employees who submitted a form W-4 with an exempt status for 

2009 must file a new form W-4 for 2010 to continue their exempt status.  Begin withholding 

for any employee who previously claimed exemption from withholding, but has not given 
you a new form W-4 by then. If the employee does not give you a new form W-4, withhold 

tax as if he or she is single, with zero withholding allowances.  However, if you have an 

earlier form W-4 for this employee that is valid, withhold based on the earlier form W-4. 
 
New Tax for New York: The New York Metropolitan Commuter Transportation Mobility 

Tax is a new tax imposed on certain employers and individuals engaging in business 

within the metropolitan commuter transportation district.  The tax is calculated at a rate of 

0.34% for all employers. This tax applies to you if: 
 

1. You’re required to withhold New York State Income Tax; 
2. Your business is located in any of the following districts: New York (Manhattan), 

Bronx, Kings (Brooklyn), Queens, Richmond (Staten Island), Rockland, Nassau, 

Suffolk, Orange, Putnam, Dutchess or Westchester; 

3. Your payroll expense exceeds $2,500 in any calendar quarter. 
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FUTA Tax Credit Reduction: Employers paying Michigan unemployment will be 

subject to a 0.3% reduction in their credit for tax year 2009 resulting in an additional $21 
in FUTA per employee. Adjustments for this will occur in the fourth quarter 2009. 
 

Maryland Unemployment Rate Increase: For 2010 Maryland will be implementing 

Table F, (the highest of the six rate tables). This will affect all Maryland employers.  The 

range of rates and cost per employee is as follows: 

 
1. The lowest rate will be 2.2% and the highest will be 13.5% 
2. This will cause an increase in tax per employee ranging from $187.00 to $1,147.50 

 

Mileage Rate: The Standard Mileage Rate for 2010 has not been released yet. We will 

load this into the system when it is. The current rate for 2009 is $0.55 per mile.  
 
Qualified Transportation Fringes: The aggregate monthly fringe benefit exclusion for 

transportation in a commuter highway vehicle and any transit pass is $230. Exclusion for 
qualified parking is $230. 

 
Medical Savings Account Plans: For employee only coverage in 2010, a “high 

deductible” health plan has an annual deductible maximum of $3,150, and annual out-of-

pocket expenses for covered benefits (other than for premiums) under $5,950 for 

employee only.  For family coverage, a “high deductible plan” has an annual deductible 

maximum of $6,150, and annual out-of-pocket expenses for covered benefits (other than 

for premiums) under $11,900. 

 

2010 and previous year limits for elective deferrals and more: 

 
401k Plan Limits for Plan Year 2009 & 

2010 
2008 2007 2006 2005 

401k Elective Deferrals $16,500 $15,500 $15,500 $15,000 $14,000 
Annual Defined Contribution Limit $49,000 $46,000 $45,000 $44,000 $42,000 
Annual Compensation Limit $245,000 $230,000 $225,000 $220,000 $210,000 
Catch-Up Contrib. Limit (over 50) $5,500 $5,000 $5,000 $5,000 $4,000 
Highly Compensated Employees $110,000 $105,000 $100,000 $100,000 $95,000 
Key Employee in Top Heavy Plan $160,000 $150,000 $145,000 $140,000 $135,000 
 
 

Non 401k Related Limits 2009 & 
2010 

2008 2007 2006 2005 

403(b)/457 Elective Deferrals $16,500 $15,500 $15,500 $15,000 $14,000 
SIMPLE Employee Deferrals $11,500 $10,500 $10,500 $10,000 $10,000 
SIMPLE Catch-Up Deferrals $2,500 $2,500 $2,500 $2,500 $2,500 
SEP Minimum Compensation $550 $500 $500 $450 $450 
SEP Annual Compensation Limit $245,000 $230,000 $225,000 $220,000 $210,000 
Social Security Wage Base $106,800 $102,000 $97,500 $94,200 $90,000 
 
NOTE: All deferral limits will be in the system for 2010. 

 

This is only a partial listing of information available at the time this Guidebook was 

released.  Other wage changes, such as tip credits, may also occur. Check with your CPA 

or the states applicable to your payroll for additional changes that may affect you. 
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November & December Holiday Schedule 

 
Veteran’s Day     Day after Thanksgiving Day 
Wednesday, November 11, 2009  Friday, November 27, 2009 

Banks are closed     Banks are open 
CPS is open     CPS is closed 
 

 
 
Thanksgiving Day    Christmas Day 

Thursday, November 26, 2009  Friday, December 25, 2009 
Banks are closed     Banks are closed 
CPS is closed     CPS is closed 

 
 
 

New Years Day 2010 
Friday, January 1, 2010 
Banks are closed 

CPS is closed 
 
 
This holiday schedule may affect your employees’ bank direct deposits; 
therefore, you may have to change your input date or pay date.  Delivery 

schedules may also be affected.  Call your Payroll Specialist if you need to 
reschedule your payroll or delivery date.  Please allow 2 working days prior to 

pay date for timely deposits.  Plan ahead and have a good holiday.
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2010 BANK HOLIDAY SCHEDULE 
 

 
January 1, 2010    September 6, 2010 
New Year’s Day: Friday  Labor Day: Monday   

  
January 18, 2010    October 11, 2010 
Martin L. King Jr.: Monday  Columbus Day: Monday 

  
February 15, 2010   November 11, 2010 
Presidents’ Day: Monday  Veterans’ Day: Thursday 

 
May 31, 2010    November 25, 2010 
Memorial Day: Monday  Thanksgiving Day: Thursday 

  
July 5, 2010 (observed)   December 25, 2010 (observed) 
Independence Day: Monday  Christmas Day: Saturday 

 
 
Please note: 

This holiday schedule may affect your employees’ bank direct deposits; therefore, 

you may have to change your input date or pay date.  Contact your Payroll 
Specialist if you need to reschedule your payroll.  Please allow two working days 
prior to pay date for timely deposits.  Plan ahead and have a good holiday season. 

CPS observes all major holidays and will be closed for New Years Day, Memorial 
Day, Independence Day, Labor Day, Thanksgiving Day and the day after and 
Christmas Day (observed Dec. 24, 2010). 
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Fax 410-229-0177 
Attn: _______________________ 
Payroll Specialist 

 
 
 

                          ADJUSTMENT RUN PAYROLL FORM 
 

Please call or fax this form to your CPS Payroll Specialist as soon as you become aware of the need for your 
Adjustment Run Payroll.  Adding additional check dates to your calendar after you have processed your last 
payroll of the month or quarter can cause problems with your month end deposits.   If you plan to add a check 
date at the end of the month, please let us know in advance of your last scheduled check date. 
 

Company Name__________________________________ Company ID _________ Date__________ 
 

Contact ________________________ Email _____________________ Phone __________________ 
 

Adjustment Run Check Date _________________Anticipated Transmission Date _________________ 
Period Begin/end Date _____________________  
 

Reason For Adjustment Run: 
  ____GTL, Third Party Sick, Fringe Benefits 
  ____Void/Manual Check 
  ____Other  Please Specify ____________________________________________________ 
 

**Employee deductions or taxes blocked, or frequency changes must be clearly communicated to your 
Payroll Specialist.  PC clients are responsible for blocking deductions and altering taxes.  If assistance is 
required, please call.  Fax clients must clearly indicate requirements on the Input Worksheet for each 
employee.** 

� Tax frequency should be:(check applicable):   
Same as original paycheck____   Other____  (specify below) 
 
      Tax frequency should be (check applicable):  
      W ___ BW___ M___ SM___ Q ___ Annual ___ Fed/State Supplemental Rate___ 

� Taxes to be blocked:      None____ FITW____ State____   
      (PA SITW, OASDI and MEDICARE cannot be blocked) 

� Employee recurring deductions to be blocked globally (i.e. 401k, Sec125).  If yes, be specific 
by listing them below or note “ALL deductions”.  
_______________  _________________  ________________ 
_______________  _________________  ________________ 

� Block direct deposit?  Y_____  N______ 

� Additional notes: ________________________________________________________ 
 

______________________________________________________________________   
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   410-229-0177 

Attn: ____________________  
   Payroll Specialist 

 
BONUS RUN FORM 

 
Please call or fax your CPS Payroll Specialist at least 3 days before the processing of your Bonus Payroll.  
Adding additional check dates to your calendar after you have processed your last payroll of the month or 
quarter can cause problems with your month end deposits.   If you plan to add a check date at the end of the 
month, please let us know in advance of your last scheduled check date. 

 

Company Name__________________________________ Company ID _________ Date______________ 
 

Contact ________________________ Email ________________________ Phone ___________________ 
 

Bonus Run Check Date ______________________Anticipated Transmission Date ___________________ 
 

Period Begin/End Date ______________________ 
 

**Employee deductions or taxes blocked, or frequency changes must be clearly communicated to your 
Payroll Specialist.  PC clients are responsible for blocking deductions and altering taxes.  If assistance is 
required, please call.  Fax clients must clearly indicate requirements on the Input Worksheet for each 
employee.** 

� Tax frequency should be: (check applicable):   
Same as original paycheck____   Other____(specify below) 
 

 Tax frequency should be (check applicable):  
      W ___ BW___ M___ SM___ Q ___ Annual ___ Fed/State Supplemental Rate___ 

� Taxes to be blocked:      None____ FITW____ State____   
      (PA SITW, OASDI and MEDICARE cannot be blocked) 

� Employee recurring deductions to be blocked globally (i.e. 401k, Sec125).  If yes, be specific 
by listing them below or note “ALL deductions”.  
_______________  _________________  ________________ 
_______________  _________________  ________________ 

� Block direct deposit?  Y_____  N______ 

� Set up to automatically be pay type “Bonus”?  Y_____  N______ 

� Set Bonus code to auto post on pay grid?         Y_____  N______ 
If not bonus code, what if any code? _______________________ 

� Additional notes: ________________________________________________________________ 
 

______________________________________________________________________________ 
 
This Bonus Run: 
_____ will be run immediately after the normal payroll processing with the same check date and delivered with                                                                       

your regular payroll. 
_____ will be run as a separate payroll check date. 
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       Holiday Assurance Account Program  

        Employer Start Up Kit – (Page 1 of 2) 
        Christmas Club Plan Effective 12/01/2009 – 09/30/2010 

 
CPS is again offering a special savings program, The Holiday Assurance Account 
Program, otherwise known as the “Christmas Club”, as a great way for employees to 
save money throughout the year for holiday celebrations.     

Complete details on how the plan works for your employees is included on the 
Employee Sign Up Sheet.  If you are interested, but have more questions after reading 
the Employee Sign up sheet, please feel free to call your Payroll Specialist. 

If your company chooses to participate in the Christmas Club Program, complete and sign the 
authorization agreement below and submit to CPS as soon as possible. 
 
Please follow the steps below to set up Christmas C lub for your company. 
  
1) Present the Program offer to your employees. 
 

2) Distribute employee signup sheets and alert employees of the cut off date for 

signing up.  Your cut off date should be at least 1 week prior to CPS cut off 

date, to allow you time to organize the information.  CPS needs all sign up 

information NO LATER THAN FRIDAY, NOVEMBER 20, 2009.    
 

3) Collect and prepare the participants’ sign up sheets for input. 
  

4) Verify that the returned signup sheets are complete and signed by each employee 
 
5) Report list of participants to CPS in a manner similar to list below.  CPS does not need to have 

copies of the original sign up sheets, but your company needs to keep them on file. 
 

CHRISTMAS CLUB PROGRAM PARTICIPANTS for 2009/2010  
     

ID # EE  SSN Employee Name  XMAS CLUB Deduction Amount 
   (per pay—not annual) 

1002  899-99-8999 Morris, George $22.73   
2001 988-88-9888 Hall, Doris $45.46   
2015 789-58-8887 Stewart, James $13.63   
  
Sample Listing 

 

6) FAX REQUIRED DETAILS TO CPS AT 410-229-0177 NO LATER THAN FRIDAY, 

NOVEMBER 20, 2009.    
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                Holiday Assurance Account Program  
                      Employer Start Up Kit - (Page 2 of 2) 
                          Christmas Club Plan Effective 12/01/2009 – 09/30/2010 
 
 
Contact your Payroll Specialist at 410-229-0000 for specific instructions on setting 
up and entering company & employee level data.  

 

_ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

 

__________________________________, (Co. name) as a payroll client of CPS  

– Custom Payroll Services Inc., agrees to participate in the Holiday Assurance 

Account Program for the period Dec. 2009- Sept. 2010. We ensure that all employees 

have read and do understand the plan rules as outlined on the employee sign up 

sheets.  We ensure that all employees will read and sign the sign up sheets.  We 

agree to input payroll deductions as indicated by our employees’ signup sheets and to 

provide CPS with a listing of the participants’ data and amounts of their per P/R 

deductions. 

             _                                                                                      ___      /         /                 

  Signature                 Date 

 

________________________________________________________________________  

Please print authorized signer’s name, title e-mail address and phone number here. 
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I N C O R P O R A T E D 
 

~Employee Sign Up Sheet~ 
             Here’s an Extra Holiday Bonus!   
     Introducing the Holiday Assurance Account Program 

 
We are again offering a special savings program.  Patterned after the old Christmas Club accounts that ensured members would have funds 
set aside for holiday celebrations, our Holiday Assurance Account Program helps you put your money to work for you. But, your form 
must be completed and returned prior  to Friday, November 20, 2009. 
 
Your account will be opened on a voluntary basis.  You’ll specify the amount you would like deducted from each paycheck and deposited 
into the no-fee account. Each deduction is shown on your paycheck stub.  Just before the holidays, your employer will choose to have the 
money paid out by separate check, payroll check or direct deposit into your personal account. 
 

      It’s Easy! 
Payments will be deducted each payday starting with your first check in December 2009.  Holiday Assurance funds will be distributed to 
your employer by mid October 2010.  The last date to make payments will be your last paycheck in September, 2010. 
 
BALANCE COMPUTATION METHOD -  UNFORTUNATELY, THE RATE OF INTEREST WE RECEIVE AT OUR BANK IS 
CURRENTLY AT 0%, SO WE ARE UNABLE TO EXTEND ANY INTEREST TO EMPLOYEE CONTRIBUTIONS AT THIS TIME.  If 
there is a substantial increase in interest rates by April 1, 2010, we may choose to institute an interest calculation on contributions at that 
time.  The interest rate(s) and annual percentage yield(s) disclosed are accurate as of October, 2009. 
 
The schedule below illustrates the various payment schedules and the money that can be accumulated. To enroll in the club, simply circle the 
dollar amount you wish to have deducted and complete the bottom portion. Do not delay. Please return to your payroll department. 

 
 

 
 

Actual totals will be based on total number of check dates during the period. This authorizes the payroll department to deduct from my 
salary the above-circled deduction. IRS regulations require that I report as interest income on any ‘interest’ payment in the amount of $10.00 
or more. In lieu of Form W-9, I certify that my SSN is correct and that l is not subject to any backup withholding. If your employer 
terminates services of CPS prior to October 1, 2010 you will not be allowed to complete your club but the principal amount you deposited 
will be returned in October 2010. 
 

I understand that if payroll deductions are stopped, my money will not be refunded before October 2010.   
 

 

Signature______________________________            Name ________________________________________________ 
 

 

Company______________________________           Social Security Number __________________________________ 
        

     Custom Payroll Services 
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    CLIENT TAX FILING CHARGES/ADJUSTMENT AUTHORIZATION FORM 
 
I am aware of the pricing schedule below and understand that due to the timing of my adjustments, CPS 
can not guarantee timely tax deposits.  While CPS will make every effort to deposit the tax liabilities 
timely, should penalties and/or interest be incurred due to these adjustments, my company will accept full 
responsibility. 
 
I hereby absolve CPS for any penalties and/or interest which result from late deposits generated by 
checks or adjustments dated prior to this processing. 
 
COMPANY CODE _________ COMPANY NAME ______________________________________ 
 
CONTACT ____________________ EMAIL _________________________ PHONE ________________ 
 
AUTHORIZED SIGNATURE _____________________________________________________________ 
 
DATE ____________________ QTR/YEAR OF ADJUSTMENT ________________ 
 
Listed below are the current rates for processing Amendments, Quarterly Rerun, Annual Rerun, etc.  
Before submitting adjustment information, this form must be completed, signed, and returned to your 
CPS Customer Service Representative.  Please note: Normal payroll processing fees apply. 
 
______ Amended Returns    $  70.00 per tax return 
______ W2C/W3C     $  70.00 per form 
______ Quarter Re-Run    $  75.00 per re-run 
______ Quarterly Reconciliation   $  55.00 per return 
______ Annual Re-Run    $100.00 per re-run and up 
______ Annual Reconciliation    $  55.00 per return 
______ W-2 Mag Tape Rerun    $110.00 
______ W-2 Paper Copy Rerun   $  30.00 for 6 or less W2’s 

Over 6 is subject to the full set charge 
______ Re-Delivery of Returns   $  10.00 
______ Adjustment Run Processing   $  30.00 per processing 
 
The timing of the adjustment run processing could result in penalty and/or interest charges.  In such a 
case, the client is liable not only for the appropriate charges above, but also any additional taxes due and 
the penalties and interest assessed by the taxing authorities.  You will be billed separately for penalty and 
interest accordingly, by CPS, upon receipt of the agency tracer. 
 
 
CPS AUTHORIZED SIGNATURE _____________________________DATE ____________________ 


