TODAY’S DENTISTRY

EMPLOYMENT END CHECKLIST

Employee Name: ____________________________Date: ____________

PAYROLL PORTION:

· Pre-determine Time Sheet to have payroll numbers

· Process Final Paycheck (including any):

· Advances owing the company

· 401 K deductions (does employee want 401K taken out of final paychex)

· W-4 update for Paychex

· Give updated address to Paychex

ADDRESS CHANGE TO: ________________________________________

______________________________________________________________

· Update 401K Spreadsheet


· Call payroll into Paychecks

· Write out payroll check

HR PORTION:
· Alarm Code should be changed if terminated (new alarm code annually)

· Pull Employee Folder and mark last day

· Add all paperwork to employee file: Notation to file if terminated

· Meet with employee to go over:

· Have Employee Turn in Key (s)

· Have Employee Sign Confidentiality Agreement

· Have Employee leave workstation as found

· Employee’s 401K decision: (where applicable)

· KEY POINTS TO TELL EMPLOYEE ABOUT 401K

· 401K cash out is a process handled through Salem Asset Management

· Employee can leave money in there until an IRA is set up elsewhere to transfer funds

· Employee can have funds transferred if IRA already set up

·  Employee can take the money out

· THE 401K PROCESS:

· Process for this is to figure vested annual amount and balance.  

· Make final annual contribution

· Report annual wages, deferrals and hours worked to S.A.M

· S.A.M figures vested amount due to employee

· S.A.M. prepares distribution documents for employee and doctor to sign

· S.A.M processes the distribution directly to the employee or transfers it into a new account
· If vested balance is over $200, you will have to withhold the mandatory 20% federal income tax withholding if it goes directly to her rather than an IRA or another plan. 
· This process takes several weeks and doesn’t happen overnight

· File paperwork to IRS
· Transition with the rest of the team
