DEATH OF EMPLOYEE INSTRUCTIONS
Before making final payment, do the following:
1. Enter stop dates on all voluntary deductions that should not be withheld.

a. May need to refund any paid-ahead deductions like health insurance.  If so, remove the employee and board portion on the DEDSCN, but do not put a stop date yet.  Put the amount of the refund as a negative in the error adjust field.  A stop date will prevent the refund from happening.
2. Enter stop dates on the Ohio and OSDI records, as this prevents the gross wages from updating.

3. Enter a stop date for the city deduction(s) if the city DOES NOT tax the payment.  Check with the individual city.

4. Change the federal tax record to “P” (percentage) and enter 0% (zero) in the “Tax Percent” field.  This prevents federal tax from being withheld.
5. If this payment is made in the same year as the death, don’t change anything on the Medicare record.  Medicare must be withheld from this payment.  If this payment is made in the year after the death occurred, put a stop date on the Medicare record.  Medicare will NOT be withheld in that instance.
6. Change name on BIOSCN to “estate of…”.  

7. Calculate contract amount due to employee and update JOBSCN accordingly.  Do not include unused vacation on this screen.  Be sure to leave the retirement code on the JOBSCN as retirement contributions are required on accrued wages. 

8. Calculate amount of unused vacation and any other benefits to be paid to estate.  Enter as a MIS pay in UPDCAL_FUT, but DO NOT withhold retirement from this amount.

9. Process payroll as normal, paying all amounts due to estate.

10. After pay is complete, change name on BIOSCN back to original name.
11. Change JOBSCN status to “8,” indicating the employee is deceased.  Also, enter a separation date and reason for EMIS purposes and change the position status on the POSSCN.
12. Using DEDSCN, reduce the total gross and taxable gross wages on the federal tax record by the amount of the gross paid to the estate.  This amount is reportable on the 1099.  (Fields to change are YTD, QTD, FYTD)
a. Note that if this payment is made after the year of death, the amounts on the federal tax DEDSCN will need to be zeroed out, as no W2 will be issued.
13. In USASWeb, add a new vendor as “The Estate of…”, 1099 type “other income”, using the employee SSN as the 1099 ID, and add gross amount in YTD fields. 
Notes:

W2 PROC will flag a warning for this employee indicating total annuities do not equal total gross less taxable gross.  This warning is okay and can be ignored.  May want to attach notes to the W2REPT at year end indicating why the warning is valid.

The total gross on QRTRPT will be short compared to the total gross from the warrant checks processed for the payrolls, by the gross paid to the estate.

IRS instructions for handling of W2 and 1099:  http://www.irs.gov/pub/irs-pdf/iw2w3.pdf - search for deceased employee
