


























If an employee is rehired, you should not give them a new hire date. Instead, enter their rehire
date in the Rehire Date field. This is important for vesting and other purposes.

What other information should I send Kravitz with the employee census?

e Sample Forms W-2 and a copy of Form W-3, so we can verify the compensation and 401(k)
deferrals reported to us. If your plan uses an off-calendar plan year, please send us sample
payroll report pages and the totals page, since W-2s are on a calendar year basis.

e The Employer Status Report includes information we need to report on Form 5500. It also
contains information on any other companies the owner of your company may own, which
affects nondiscrimination testing.

e The Plan Contribution Form lists each payroll deposit, and the breakdown between various
types of contributions and loan payments. This will greatly help us resolve any discrepancies
between the contributions reported on the census, and those deposited according to the trust
statements. It will also help us determine whether all 401(k) contributions and loan payments
were deposited timely, according to Department of Labor regulations.

Helpful tips that can save you money:

e Send us data on a computer file (instead of paper).

e Make sure you’ve entered the required information for every employee (e.g. social security
number, compensation, hours of service).

e Add a totals column to the bottom of your spreadsheet, and check your totals against your
payroll reports or Form W-3 to make sure they match.

e Use the Remarks field to let us know about anything special (such as a change in name).

e Complete and return all the information requested (including the Employer Status Report,
Contribution Form and sample W-2s/payroll report pages) to the Kravitz Data Team.

e The more complete and accurate the data is, the less we charge!



