
D A T E :

QUARTERLY CHECKLIST

G E N E R A T E  P A Y R O L L  R E G I S T E R  F O R  P A Y  P E R I O D S  W I T H I N  T H E  Q U A R T E R

S SM T W T F

Verify the gross amount with Box 2 on the 941

Verify all the pre-tax deductions

Verify the remaining boxes on the 941 to the payroll register

Verify all State Tax IDs have been updated, if necessary

Verify all SUI rates have been updated accordingly

V E R I F Y  T H E  I N F O R M A T I O N  W I T H  A C C O U N T I N G

Gross wages (by dept / cost center)

Tax liability accounts

P R O C E S S  A N Y  A D J U S T M E N T S  N E C E S S A R Y

Rewrite any department / cost center adjustments

Record any manual check not recorded in payroll

Example: Accounting provides the Profit & Loss including Gross Wages, and the numbers

do not match. Determine the reason and record the entry in either Payroll or Accounting

so the payroll reports, quarterly reports, and accounting reports are all correct.

Example: John Doe's salary should be in the dept. / cost center "Accounting" but his wages were coded to

"Human Resources". Subtract all wages, taxes and deductions from HR, and add them to "Accounting" in the

next payroll cycle.


