
Note important dates and 
deadlines and complete 
necessary forms

Validate employee personal 
and contact information

Prepare communication 
plans
 
Review benefits and prepare 
for open enrollment

Review compliance 
requirements

Prepare final  
payroll

Check tax rates and 
wage bases

Distribute tax forms if 
not paperless

Update employee handbook 
and policies

Evaluate your year-end 
program and ask for 
feedback

paylocity.com   |   800.520.2687   |   Copyright © 2022 Paylocity. All Rights Reserved.

0935A

HR Year-End 
Checklist


	Note important dates and: Off
	Validate employee personal: Off
	Prepare communication: Off
	Review benefits and prepare: Off
	Review compliance: Off
	Prepare final: Off
	Check tax rates and: Off
	Distribute tax forms if: Off
	Update employee handbook: Off
	Evaluate your yearend: Off


