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Service is your first benefit



 SWQ
Payroll Specification Form

To receive a quote for payroll administration services, please complete the following and return to Janelle Fuller (jfuller@bukaty.com) or fax to 913-345-2608.

Company Name:      



Contact:      



Contact Phone Number:      


Contact E-mail:      


Number of Employees:      

Basic Setup Requirements

Payroll Frequency (check all that apply): 
 FORMCHECKBOX 
 Weekly 

 FORMCHECKBOX 
 Semi-Monthly 

 FORMCHECKBOX 
 Bi-Weekly

 FORMCHECKBOX 
 Monthly

Approximate number of special runs required throughout the calendar year (Ex: Commissions runs each quarter or monthly).      

Please provide details of the special runs.      




















Approximate number of agency/third-party checks (garnishments, child support) issued per pay period?      


Do you want third-party checks mailed directly to the recipient (additional fee)?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
No

Approximate number of employees using direct deposit?      


Approximate number of pay cards issued per pay period?      


Approximate number of “live” checks issued per pay period?      

Whose checking account is used to run live checks through?      





Do you want employees to have access to an employee self-service site for payroll current and historical data?*  FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No  *Additional fee per employee per pay period applies. 

Check all special payroll considerations that apply: 

 FORMCHECKBOX 
 Multiple pay rates


 FORMCHECKBOX 
 Multiple pay periods with same check date

 FORMCHECKBOX 
 Blended rates for overtime

 FORMCHECKBOX 
 Other (please specify)      


 FORMCHECKBOX 
 Certified payroll
Accruals

Do you want accrual calculations for paid time off?


 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
No

Do you require time-off accruals printed on employee checks? 
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

Taxes

Number of states you withhold taxes for          Number of local taxes you withhold for      
Are you required to file an annual 940 Form?  FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

Approximate number of W2/1099 issued at the end of the year      
Do owners receive:  FORMCHECKBOX 
 W2/1099
 FORMCHECKBOX 
 K1

Retirement – 401(k)

Select the 401(k) reporting option you prefer.

 FORMCHECKBOX 
 Standard report 
 FORMCHECKBOX 
 Customized report – file load to Report Depot; clients upload to vendor (additional fee)
 FORMCHECKBOX 
 Customized report – Auto bridge to vendor (additional fee)
General Ledger

Select the General Ledger reporting option you prefer.

 FORMCHECKBOX 
 Standard report

 FORMCHECKBOX 
 Customized report – file load to Report Depot; clients upload to vendor (additional fee)

 FORMCHECKBOX 
 Customized report – Auto bridge to vendor (additional fee)

Reports
Standard reports are available to clients through the Report Depot feature. Please specify if you require additional customization. Fees apply for reports beyond the standard offering.
 FORMCHECKBOX 
 Customized reports (specified by client)       
 FORMCHECKBOX 
 Customized report with automatic feed

Delivery
Standard delivery is through FedEx Standard (next day after 3:30 p.m.). If you require other options, please select.
 FORMCHECKBOX 
 U.S. mail directly to client location              
 FORMCHECKBOX 
 U.S. mail directly to employee address

Time and Attendance System

(Additional time and information must be provided before a quote can be given)
Do you currently use a Time and Attendance system?


 
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
Would you like to evaluate a Time and Attendance option? 


 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

Are there any special requirements for the Time and Attendance system? 
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

If yes, please describe.      











Thank you for providing the above information. A quote for payroll administration services 
will be e-mailed to you within 3 to 4 business days.
11221 Roe Ave., Ste. 200


Leawood, KS 66211


Phone: (913) 345-0440


Toll-Free: 888.657.0440


Fax: (913) 345-2608


www.bukaty.com
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