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Processing Deadlines



Processing Deadlines

Information submitted AFTER December 27, 2024 must be in 

writing (or by email).  If you are unable to process all 2024 payrolls 

by December 27, 2024, please notify your Inova representative IN 

WRITING immediately.

IMPORTANT: Payrolls processed in 2024 that have a CHECK DATE 

of 2025 will NOT show up as wages on the 2024 W-2!   

These wages will NOT be part of your 2024 YTD totals.
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Inova Holiday Schedule
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Federal Reserve Holiday Schedule

When the Federal Reserve is closed, no direct deposit or tax payments will be sent, nor will funds be settled on those days. 

Inova clients should NOT have check dates on Federal Reserve holidays.

Please be sure your payroll information is communicated to your support team well enough in advance of these dates for 

direct deposits and tax liabilities to be issued.
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Year-end Housekeeping Details

Samples of Invalid SSNs:

• Numbers with all zeros in any digit group (000-##-####, ###-00-####, ###-##-0000)

• Numbers with 666 or 900–999 (Individual Taxpayer Identification Number) in the 

first digit group.

• 123-45-6789, 987-65-4321, all the same digit as in 111-11-1111

Audit

Have employees independently verify their SSN, name and address during the remainder of 2024 leading 

up to year-end. Also, please have employees update their account with any corrections PRIOR to the final 

2024 payroll. 

SSA SSNVS:  https://www.ssa.gov/employer/ssnv.htm
E-Verify: https://www.e-verify.gov/employers 
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https://en.wikipedia.org/wiki/Individual_Taxpayer_Identification_Number
https://www.ssa.gov/employer/ssnv.htm
https://www.e-verify.gov/employers


Year-end Housekeeping Details

Exempt W-4s
W-4s for employees claiming tax exemption (Block Withholding in UKG) expire on February 15 of the next year 

and employees must provide a new W-4 to continue this status. 

Team > Payroll > Employee Payroll Maintenance > Taxes > Taxes
Add column: EE Withholding Status and filter for Exempt or Block W/H

11

You can read in more detail here:
www.irs.gov/taxtopics/tc753#
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If the Employee does not provide you with a new W4 by Feb 15th, the Client Admin should 
update their Employee’s Tax Settings to: Single with no dependents or adjustments.

http://www.irs.gov/taxtopics/tc753


Year-end Housekeeping Details

401(k) Update
The contribution limit for 2024 is $23,000 and the over age-50 catch-up contribution amount is $7,500.

The contribution limit for 2025 is $23,500 and the over age-50 catch-up contribution amount is $7,500.

SECURE 2.0 ACT 
https://www.finance.senate.gov/download/retirement-section-by-section-

The Secure 2.0 Act of 2022, signed into law on December 29, 2022, expands and includes extensive 

legislation providing employers with opportunities to increase retirement readiness for their employee 

and to empower employees to build a stronger financial future for themselves.   For 2025, there are some 

Mandatory & Optional provisions you should be aware of.   
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Please speak with your Retirement Plan Broker for full details on how 
SECURE 2.0 ACT could affect your Company’s Retirement Plans.

https://www.finance.senate.gov/download/retirement-section-by-section-


Year-end Housekeeping Details
SECURE 2.0 ACT

MANDATORY PROVISIONS | 2025

Automatic enrollment is required for all 401(k) and 403(b) plans adopted after 12/19/22, 
with an initial contribution rate between 3% and 10%. The plan should have an automatic
increases per year by 1% until it reaches 10%, but not more than 15%.

Increased catch-up contribution limit for employees aged 60 to 63 to $10,000 per year.  

Long-Term Part-Time (LTPT) employees working at least 500 hours per year for two years
must be able to make employee contributions to retirement plans. 
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Please speak with your Retirement Plan Broker for full details on how 
SECURE 2.0 ACT could affect your Company’s Retirement Plans.



Year-end Housekeeping Details
SECURE 2.0 ACT

OPTIONAL PROVISIONS | 2025

 Long-Term Care (LTC) Premiums:  Employers can modify their Deferred Comp plans 
to allow annual distributions of up to $2,500 (indexed) for certain LTC premiums, 
which will be exempt from the 10% early withdrawal tax. 
Employees must submit premium statements to their plans, and insurers are required to file with the 
Treasury Department, which will maintain a website of certified LTC providers.
 

 Plan Amendments to be Extended: The deadline for SECURE 2.0 Act-related plan
amendments is extended to the end of the first plan year in 2025, provided the plan 
operates according to the amendments from their effective date. 

Please speak with your Retirement Plan Broker for full details on how 
SECURE 2.0 ACT could affect your Company’s Retirement Plans.
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Year-end Housekeeping Details
FIXED INDEMNITY DISCLOSURE

If you use Inova’s Online Benefits Enrollment, there’s a new setting called Show consumer disclosure
notice for fixed indemnity policy. When enabled, it shows employees a disclosure message during
enrollment.

This setting complies with a federal mandate effective January 1, 2025, requiring group plans to
provide a consumer disclosure notice for certain types of insurance, like short-term limited duration,
hospital indemnity, and accident indemnity.

Important Note: If your organization uses passive enrollment for the 2025 plan year, you must update
settings to require employees to re-enroll to see the disclosure. Passive enrollment will skip the plan
documents unless re-enrollment is required.

Check with your Benefits Broker if you are unsure if your plans fall 
under this mandate.
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Year-end Housekeeping Details



Adjustment Payrolls
Manual and Void Checks

All pending and processed manual and/or void checks must be recorded PRIOR to the final 

2024 payroll. Adjustments completed after closing for year-end will require you to contact 

your Inova representative for assistance. All standard payroll processing fees will apply on 

the adjustment payroll run in addition to fees for reprocessing tax returns.

Third-Party Sick Pay

 As part of year-end processing, if you find that you have third-party sick pay that needs to be 

entered into the system, please contact your Inova representative. This must be completed 

PRIOR to the final payroll processing for your company in 2024.
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New Clients
If you were a new client on or after April 1, 2024 and Inova is filing your W-2s, 

you must have supplied Inova with copies of all tax returns filed prior to your 

Inova service start date. 

If copies of those returns have not been supplied to the implementation team, 

you will be required to sign an absolution letter acknowledging Inova cannot 

guarantee the accuracy of your annual returns or your employee’s W-2s. 

It is also imperative you make sure any previous provider is not filing any further 

monthly, quarterly or annual returns.
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Tax Documentation Required
Tax Rate & Frequency Change Notices
Please forward all unemployment tax rate and deposit frequency notices to your Inova support 

representative as soon as you receive them. 

For Federal Deposit Filing Frequency information - see Publication 15 for Look Back Period and/or 

$100,000 in a Deposit period rules - it is your responsibility to notify Inova if your frequency is changing. 

See 2023 publication 15 (irs.gov). 

Note: many states no longer send you paper copies of unemployment rate changes.  For those, you will 

need to log into your account and obtain them. It is the employer’s responsibility to ensure the correct 

unemployment rate is used in the calculation of unemployment taxes. Unemployment taxes will be 

calculated using the unemployment rate supplied by the employer to Inova Payroll.
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https://www.irs.gov/pub/irs-pdf/p15.pdf


Social Security Numbers

Some states no longer accept quarterly tax and wage reports containing invalid Social 

Security numbers (SSNs), so it is important that employers take measures to ensure all 

employees have valid Social Security numbers. Some examples of the more common invalid 

SSN formats are multiple employees reported with the same number, SSNs beginning with 9 

or containing dashes, and SSNs 123-45-6789 and 987-65-4321.

Samples of Invalid SSNs:

• Numbers with all zeros in any digit group (000-##-####, ###-00-####, ###-##-0000)

• Numbers with 666 or 900–999 (Individual Taxpayer Identification Number) in the 

first digit group.

• 123-45-6789, 987-65-4321, all the same digit as in 111-11-1111

SSA SSNVS:  https://www.ssa.gov/employer/ssnv.htm
E-Verify: https://www.e-verify.gov/employers 

https://en.wikipedia.org/wiki/Individual_Taxpayer_Identification_Number
https://www.ssa.gov/employer/ssnv.htm
https://www.e-verify.gov/employers


W-2s, 1099s, 1095-Cs
W-2 Forms
As was the case last year, the W-2 filing date has been moved up by the federal government to January 31, 2025, the same 

date the forms are due to your employees. Inova Payroll will electronically file W-2s. W-2s will be available for distribution to 

employees on or before January 31, 2025. 

Employees have the option in the Inova payroll system to consent to only an electronic copy of their W-2 form. If selected, a 

printed copy will not be provided for that employee.

1099 NEC Forms
Inova will also electronically file 1099s on your behalf if 1099 worker types exist for your company. As with W2s, the fees for 

1099-NEC forms will be automatically assessed on a scheduled payroll invoice and these forms will be available for distribution 

on or before January 31, 2025.

The fees for W2 and 1099 forms will be automatically assessed on a scheduled payroll invoice.  
Contact your Inova Account Manager for a specific date.
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W-2s, 1099s, 1095-Cs (Continued)
1094-C/1095-C  |  ACA Forms

Inova Payroll will file 1094-C and 1095-C forms for clients who 
requested ACA service and have performed all necessary data 
reviews as prescribed. For the forms to be available for 
distribution to your employees on or before March 3rd 2025, 
your Inova ACA team will be sending you a comprehensive 
ACA year-end guide with specific procedures and deadlines 
that will need to be followed.

Invite sent via Email:  Thursday, October 24th

ACA Year-End Webinar: Thursday, November 14th 1:00 pm CST

The fees for the ACA forms will be automatically assessed on a 
scheduled payroll invoice.  Please contact your Inova Account Manager 

if you need a specific date.
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Year-end Payrolls
Bonus Payrolls 
Many of our clients choose to pay their employees a bonus at year-end. Bonuses can be paid:

• On the same check the employee is receiving for a scheduled payroll

• On a separate check within an existing scheduled payroll

• On a separate bonus payroll*  aka Supplemental Payroll

* Keep in mind that a completely separate bonus payroll can be run independently of the final payroll, but 

standard processing fees will apply.   $100k Fed Liability Rule combined Reg PR + Bonus

Please be sure to provide 48 hours notice of any bonus payrolls to allow for timely processing. Shorter time 

frames cannot be guaranteed.
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Year-end Payrolls
Group Term Life (GTL)

With regard to closing out year-end details, any employer-paid life insurance in excess of $50,000 per 

employee is considered a taxable fringe benefit. The amount in excess of the $50,000, less any employee 

after-tax deductions related to the insurance, is treated as taxable income with the exception of FUTA, SUI, 

and SDI. Even though GTL is subject to all taxes, an employer is only required to withhold Social Security 

and Medicare from the taxable amount. The employer may at their discretion withhold the FIT on behalf of 

the employee. 

The GTL amount can be entered per payroll or entered as a final lump sum at the end of the year. It is the 

employer’s responsibility to calculate the cost of the coverage OVER $50,000 and then input the amounts 

for taxation for the employee and employer portions.

24
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Group Term Life (GTL)

Please call your Inova representative with any questions related to group term life. The 

above information is intended to help you calculate the taxable portion of GTL. Once that 

amount per affected employee has been determined, your Inova representative will assist 

with making sure this is properly entered into the system.

25
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Year-end Payrolls
Employer Portion of Healthcare 
The Affordable Care Act requires employers to report the cost of employer-provided health care coverage 

on Forms W-2. The cost of group health coverage is reported in box 12, code DD. 

• Reporting is mandatory for 2013 and years after for employers who file 250 or more Forms W-2 to the 

Social Security Administration.

• Employers are not required to issue Form W-2, including the reportable cost of health coverage, to any 

individual for whom the employer is not otherwise required to issue a Form W-2 (e.g., retirees, surviving 

spouses or others who may receive health coverage through the employer but no compensation).

• In general, the amount reported should include both the portion paid by the employer and the portion 

paid by the employee.

• Please notify your customer service representative to discuss the entry of the employer portion of the 

health insurance premiums.

26
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Year-end Payrolls
FUTA Credit Reduction 
Some states take Federal Unemployment Trust Fund loans from the federal government if they lack the funds to pay UI benefits 

for residents of their states. 

If a state has outstanding loan balances on January 1 for two consecutive years and does not repay the full amount of its loans by 

November 10 of the second year, then the FUTA credit rate for employers in that state will be reduced until the loan is repaid. 

The reduction schedule is 0.3% for the first year the state is a credit reduction state, another 0.3% for the second year, and an 

additional 0.3% for each year thereafter that the state has not repaid its loan in full. Additional offset credit reductions may apply 

to a state beginning with the third and fifth taxable years if a loan balance is still outstanding and certain criteria are not met. 

DOL runs the loan program and announces any credit reduction states after the November 10 deadline each year. DOL has 

information about the credit reduction states and loan balances on the FUTA Credit Reductions page of its DOL website. 

https://oui.doleta.gov/unemploy/futa_credit.asp 

Page 11

https://oui.doleta.gov/unemploy/futa_credit.asp


Year-end Payrolls
FUTA Credit Reduction Continued

2024 Credit Reduction States 

These have not been officially announced yet, but we anticipate these states: 

• California

• New York

• Connecticut  

• US Virgin Islands

If your company is in one of these states or the US Virgin Islands, your company may owe additional federal unemployment 

taxes that Inova will need to impound in January 2025 to be paid by January 31, 2025. This computation of this additional tax 

cannot be computed until processing is complete for 2024. Please look for additional communication in January 2025.

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/FUTA-Credit-Reduction

28
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Additional Resources
PayrollOrg (formerly APA) https://payroll.org/

Bureau of Labor Statistics http://www.bls.gov/

Internal Revenue Service http://www.irs.gov/

State Unemployment and 
Revenue Agencies

https://www.irs.gov/businesses/small-businesses-
self-employed/state-government-websites

Affordable Care Act http://www.irs.gov/Affordable-Care-Act

SSA SSNVS https://www.ssa.gov/employer/ssnv.htm

E-Verify https://www.e-verify.gov/employers 
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2024 Inova HCM Year End Resources
https://inovapayroll.com/inova-hcm-year-end/
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https://inovapayroll.com/2023-year-end-processing-guide
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inovapayroll.com | 888.244.6106

Thank you!!

32

Final 2024 Processing Date: 
Friday

December 27th

Deadline to complete & return 
Fringe Benefit & Year-End Checklist:

Monday
December 16th

https://inovapayroll.com
/inova-hcm-year-end/

Inova Year End 
Resource Page:

https://inovapayroll.com/inova-hcm-year-end/
https://inovapayroll.com/inova-hcm-year-end/


inovapayroll.com | 888.244.6106
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Webinar Q&A
Q: If the final payroll date is 12/27/24 is the deadline for the payroll 12/24/24 & what time?

A: Yes. A 12/27 payroll date should be finalized on 12/24 preferably by 2pm CST with a strict 4pm CST cut off.

Q: Does this same deadline apply if 12/31 is a normal/scheduled pay date?

A: Yes, the same 12/27 deadline applies.

Q: What if we want to pay on the 25th? 

A: Since 12/25 is a banking holiday you cannot have a payroll dated on 12/25.

Q: What if your normal pay day is Friday but you process payroll on Tuesday. Do you still need to process on 
12/27 if the pay day is Friday 1/3/25?

A: Since 1/1/2025 is a banking holiday, a 01/03/2025 payroll should be finalized on 12/31/2024
Q: We will not get 3rd party sick pay reports for Q4 2024 until early January. How to proceed in that case?

A: Please communicate this to your dedicated Account Manager so they can note it in our system for year-end 
processing.
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Webinar Q&A
Q: If the pay date is 1/3/2025, does it need to be processed on 12/31/2024?

A: Yes 

Q: Can the system prompt employees on 2/15 to do a new W4 form?

A: The system will not automatically prompt an employee that is claiming exempt on 2/15.  You can ask your 
Account Manager to assist with a broadcast message that would be sent to all employees asking them to review 
their W-4 settings.

Q: When it said automatic enrollment, does that mean the employer should automatically enroll staff in 401k?

A: Yes, however we suggest reaching out to your broker for specifics regarding your plan.

Q: What about simple plans?

A: I do not see any provisions for Simple plans, but I would recommend that you confirm with your broker.

Q: Is a broadcast message different than "announcements" if so, is there a reason why we would use broadcast 
message rather than an announcement?

A: Announcements show up when the employee logs into the system.  A broadcast message can be sent directly 
to their email that is listed on their employee
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Webinar Q&A
Q: If employees want to opt out of the auto-enrollment for the 401K, can they?

A: I am not sure if employees are allowed to do an opt-out before they are auto-enrolled.  Please discuss this 
with your broker.
Q: Can the system prompt employees on 2/15 to do a new W4 form?

A: The system will not automatically prompt an employee that is claiming exempt on 2/15.  You can ask your 
Account Manager to assist with a broadcast message that would be sent to all employees asking them to review 
their W-4 settings.
Q: Regarding the automatic enrollment in the 401k/403b - are those the only retirement savings plans that it 
applies to? We have a SIMPLE IRA plan.

A: I do not see any provisions for Simple plans.  Please check with your broker to confirm.
Q: What if the staff doesn't want to enroll and we automatically enroll them?

A: I am not sure if the employee can opt-out prior to being eligible to enroll or if that has to be done at the time 
the employee becomes eligible. Please check with your broker on this, then we can help with the auto-enroll 
process based on what your broker comes back with.
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Webinar Q&A
Q: In the report Mike mentioned to audit our employees’ tax status, what is the column we should bring in? "EE 
Withholding Status" or "Filing Status"?

A: The filing status will tell you if the employee is claiming S or M.  The withholding status will say block 
withholding and that is the status used for employees that are claiming exempt.

Q: Would disability pay fall under 3rd party sick pay?

A: Short-term and long-term disability is considered to be 3rd party sick pay.

Q: Is Inova only electronically filing W-2s but not printing and sending them?

A: If your employees opt to receive their W-2 electronically it will not be printed and mailed to them. If they do 
not opt for the electronic W-2 option, the W-2 will be printed and sent.

Q: Will the Webinar be recorded for the ACA process so it can be accessed later?

A: Yes, the ACA webinar will be recorded and sent to all ACA clients a day or two following the session.



38

Webinar Q&A
Q: Are W-2s sent via US Mail to employees as well as available electronically? (or only electronically) Also, is 
there a notification email that will be sent confirming when W-2s have been distributed to employees (or if any 
W-2s were not sent out)?

A: If employees opt to view W-2s only electronically then a W-2 will not be mailed to them. There is no 
notification that goes out when W-2s are produced and mailed, but you can ask your account manager to let 
you know when your W-2s have been printed and mailed.
Q: For bonus checks, is there a way to print them out at our office so we can hand them out?

A: Yes. Please contact your account manager to discuss what is needed to be able to print your bonus checks in 
house.

Q: What does ACA mean?

A: Affordable Care Act

Q: If we are not required to report the Employer Portion in Box 12dd, must we contact support to have that 
removed?
A: Yes, you can request that.  If you decide later that you do want this to show in box 12, please be sure to reach 
out again to request that we update the settings. Please send your request to mysupport@inovapayroll.com 
and your account manager will assist you.

mailto:mysupport@inovapayroll.com
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Webinar Q&A
Q: Is the Bonus payroll ($100,000) per payroll or per employee?

A: It's a combined total Fed Liability for all payrolls processed in a given week (typically). Page 33 of the IRS's 
2024 Publication 15 (https://www.irs.gov/pub/irs-pdf/p15.pdf) has full details on the $100k Next-Day Fed 
Deposit Rule.

Q: The GTL taxable fringe benefit. Just to clarify - We currently have $100,000 coverage for our employees, 
which the company pays.  Does this fall into GTL taxable fringe?

A: Yes, anything over $50k is treated as taxable income.

https://www.irs.gov/pub/irs-pdf/p15.pdf
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