2018 HR CHECKLIST

15T QUARTER 2') QUARTER

O New Year’s Day - Jan. 1
O Martin Luther King Jr. Day - Jan. 15
O Distribute Form W2's and 1099's - Jan. 31
O File 1099°s by paper - Feb. 28
O File 1099's electronically - Apr. 2

O Form 1095-C distributed to employees - Jan. 31
O File Form 941 (Employer tax return) - Jan. 31
O President’s Day - Feb. 19
O Medicare Disclosure form submitted* - Mar. 1

*Due 60 days after beginning of plan year
O Daylight Savings Time - Mar. 11
O EEO-1 reporting deadline - Mar. 31
O Post OSHA 300A Form by Apr. 30
O File Form 941 (Employer tax return) - Apr. 30
O Distribute 401K notices*

*90-30 days before beginning of plan year
O Confirm internal systems are updated to reflect
02018 limits and reporting requirements
O Post new compliance posters
U Update required pamphlets and wage orders

Notes:
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O Electronically submit OSHA Form 300A - July 1
O Independence Day - July 4
O Deadline for Form 5500* - July 31
*Due on last day of 7th month after plan ends
O File Form 941 (Employer tax return) - July 31
O PCORI fee due - July 31
O National Payroll Week - Sep. 3 -7
O Labor Day - Sep. 3
O Vets-100A Reporting (Fed. Contractors) - Sep. 30
O Distribute 401K notices*
*90-30 days before beginning of plan year
O Audit personnel files and reports

Notes:

0 2018 HC Insurance plan enrollment through
marketplace begins - Oct. 1 - 16

O Columbus Day - Oct. 8

O Medicare Part D notices - Oct. 15

O File Form 941 (Employer tax return) - Oct. 31

O Daylight Savings Ends - Nov. 4

O Veteran’s Day - Nov. 11 (Observed Nov. 12)

O Thanksgiving - Nov. 22

O EEs submit new Form W4 if withholding
allowances have/will change next year - Dec. 1

O Christmas Day - Dec. 25

O Distribute 401K notices*
*90-30 days before beginning of plan year

O Plan next year’s budget and staffing needs

O Test and verify reasonableness of employer match

O Verify employer/femployee indicative data, and
wage, tax, and benefits data for payroll

O Review time off rules and accruals

O Prepare ACA 1095-C reporting tax forms

x The Arnold Group

A HUMAN RESOURCE COMPANY

1.800.794.6098
TAG@THE-ARNOLD-GROUP.COM
WWW.THE-ARNOLD-GROUP.COM
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This calendar is for general information only. TAG does not warrant its completeness or accuracy; it does not constitute legal advice, tax advice, or professional consuiting.
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YOUR TRUSTED HR PARTNER

When selecting an HR partner, organizations
are seeking to develop strategic relationships
with providers that understand their emergent
and long-term HR challenges. Let TAG respond
to the HR needs you simply don’t have the
time, expertise or resources to address.

HR CONSULTING

We provide highly customized solutions based
on individual client needs and designed to
deliver day-to-day efficiences as well as a
long-term strategic advantage. Our certified HR
consultants will respond to the human resource
needs you simply don’t have the time, expertise
or resources to address effectively.

TESTING & EVALUATION

Your business demands the highest levels of
integrity and productivity, among other vital
job-related qualities from your workforce.
Leveraging our employee testing solutions
ensures you find the candidate(s) with the right
qualifications the first time, allowing you to
retain your recruiting and training investment.

6% ol your (R waedle.
PROFESSIONAL PLACEMENT

Finding the right person for a position is often
costly and time-consuming. Our experienced
recruiters have built a reputation of excellence
throughout the Midwest and work closely with
our clients to determine the exact qualifications
and skills needed in prospective candidates.

SAFETY CONSULTING

Safety is vital in every work environment, but it
is often neglected and is not dynamically
responsive. Our Certified Safety and Health
Official (CSHO) can provide you with the
customized safety solutions your company
needs to remain competitive and above all,
safe.

DEVELOPMENTAL TRAINING

Developing talent is truly an investment; it is
your legacy to the next generation and to
continued operation. We will work with your
company to customize training programs
designed around your objectives, allowing you
to save time, increase effectiveness, and
change behaviors.

HR HOTLINE PLUS

Includes unlimited phone/email support offering guidance through on-demand and emerging
human resource issues PLUS completion of a predetermined HR project list for a flat monthly rate.
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