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Christmas Closing 

December 24th and 25th  

ERC will be closing at 12pm on Monday, December 

24th and closed all day on Tuesday, December 

25th.  We will resume regular operating hours on 

Wednesday, December 26th.   

New Year Closings 

December 31st and January 1st 

ERC will be closing at 12pm on Monday, 

December 31st and closed all day on Tuesday, 

January 1st. We will resume regular operating 

hours on Wednesday, January 2nd.  

ERC Holiday Hours 

End of Year Reminders 

If you’d like End of Quarter or End of Year reports please notify 

your Payroll Specialist so they may work on them as soon as the 

year has closed.  

Update addresses by December 31st to help ensure W-2 

delivery.  

Notify your payroll specialist of any adjustments or additional 

pay to be added to end of year wages.  

Submit all bonuses a minimum of 3 days in advance for 

processing. 

Open Enrollment for the 2019 benefits year has concluded. No 

benefit changes will be able to be made unless there is a 

qualifying life event. Benefit plans for the upcoming year will 

commence on January 1, 2019.  

All FSA/DCA/HSA accounts must be enrolled in annually as is 

required by the IRS - these do not roll over. 

Colorado will increase the state minimum wage from $10.20 to 

$11.10 effective January 1, 2019. The tipped minimum wage will 

increase from $7.18 to $8.08. 
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ERC would like to formally 

announce that we will be 

saying goodbye to Payroll 

Specialist, Angela Lawson. 

Angela has been a valuable 

team member at ERC for 

almost 5 years. As a military 

spouse, she will be moving 

with her family to their next 

duty station later this 

month.  

As sad as we are to see an 

outstanding member of our 

team leave, ERC fully 

understands and supports 

the military and spouses 

and their duty to our great 

nation.  

Angela’s clients will be 

shifted to one of our highly 

qualified payroll specialists 

whom she has personally 

trained on all of her 

payrolls. If you have 

questions concerning the 

new client assignments 

please contact Brandy 

Doggett, Client Liaison for 

assistance.  

Angela’s last day at ERC 

will be December 14th.  

We’re Sad to See You Go 

Exempt W-4 Status Employees 

For most people, W-4 elections will roll over from year

-to-year unless the employee completes a new form 

with different deductions. However, for those 

employees who claim “Exempt” on their  W-4, they 

are required to complete a new form every year. If 

they fail to complete new forms, the IRS requires 

employers to automatically default their filing status 

to “Single and 0” which is the highest tax deduction 

possible.  

Please inform your employees of this requirement and 

contact your payroll specialist if you have any 

questions or need further details.  

Navigating Bonuses 

It is almost bonus time for 

many employers and that 

means navigating the 

differences between 

discretionary and non-

discretionary bonuses.  

A discretionary bonus 

means that the bonus is not 

tied to anything contractual 

—it is given solely at the 

discretion of the employer; 

the amount, the 

requirements, and the 

timing are not disclosed in 

advance.  To determine 

what the tax liability is for 

discretionary bonuses, 

contact your payroll 

specialist for an accurate 

calculation.  

A non-discretionary bonus 

can be thought of as an 

incentive payment. It is a 

bonus that is tied directly to 

a contractual agreement or 

is related to work 

completed. This kind of 

bonus must be taken into 

account for overtime and is 

required to be taxed at the 

W-4 rate.  

All bonuses are 

subject to federal 

taxes.   

If you are concerned about 

bonus amounts for 

employees, please contact 

your payroll specialist to 

help you accurately 

calculate the tax rate and 

take home amounts. If you 

would like to ensure that 

your employees receive a 

specific amount of ‘take-

home’ bonus pay, your 

payroll specialist can also 

assist you in determining 

the total pre-tax amount 

that should be paid. 

For more information 

check out this website:   

https://

hrdailyadvisor.blr.com/2013/07

/10/discretionary-versus-non-

discretionary-incentive-pay-and-

bonuses/ 

If you or any employees 

have any non-cash 

income, any fringe benefit 

income that needs to be 

reported on a W-2, or any 

adjustments—moving 

expenses, employer paid 

parking, third party sick 

pay, company vehicles, 

service awards, gifts to be 

taxed or qualified 

transportation fringe 

benefits—please notify 

your payroll specialist as 

soon as possible to ensure 

they are reported 

properly.  

 

 
W-2 Adjustments 

Address changes must 

be submitted no later 

than December 31st 

for them to reflect on 

2018 W-2s. W-2s will 

still be available online 

for your convenience. 

https://hrdailyadvisor.blr.com/2013/07/10/discretionary-versus-non-discretionary-incentive-pay-and-bonuses/
https://hrdailyadvisor.blr.com/2013/07/10/discretionary-versus-non-discretionary-incentive-pay-and-bonuses/
https://hrdailyadvisor.blr.com/2013/07/10/discretionary-versus-non-discretionary-incentive-pay-and-bonuses/
https://hrdailyadvisor.blr.com/2013/07/10/discretionary-versus-non-discretionary-incentive-pay-and-bonuses/
https://hrdailyadvisor.blr.com/2013/07/10/discretionary-versus-non-discretionary-incentive-pay-and-bonuses/


  

 

Effective Dec. 1, 2018, the Colorado Department of Revenue adopted new sales tax rules. The new rules state that 

sales tax must be collected and remitted based on the jurisdiction’s tax rate at the point of delivery for the taxable 

good when taxable goods are delivered to a Colorado address outside the retailer’s jurisdiction. This includes any 

applicable state-administered local and special district taxes. For example, if a retailer delivers taxable goods to a 

customer’s address, sales tax must now be collected at the rate effective for the customer’s address, not the taxes 

that are in common between the customer’s address and the seller’s location.  

Sales where the customer purchases the taxable good at the seller’s place of business will continue to be taxed at the 

rate in effect for the retailer’s business location. More on the rule change.   

For a complete list of location/jurisdiction codes for sales tax filing go here.  

The Colorado Department of Revenue will offer a grace period through March 31, 2019 to comply with these 

changes to ensure retailers have sufficient time to make the required systems changes.   

Name Changes and I-9 Compliance 
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Colorado State Sales Tax Changes 

In an effort to streamline the distribution of bonus 

checks, we ask that you provide us adequate time to 

process these funds and calculate the individual checks 

correctly.  

Please allow us a minimum of three business days prior 

to the check date to process all bonus checks in order to 

engage in an error free process.  

Please keep in mind that if you intend bonus checks to be 

reflected on 2018 taxes, the checks must be processed 

and dated with a 2018 date; we cannot backdate a check.  

If you plan to distribute bonus funds without processing 

them through ERC, we cannot process them for tax 

purposes.  

Thank you for your assistance in this process.   

DR 1093 - Dept of Revenue 

Name change? 

Don’t forget this 

important step!  

Any time there is a legal 

name change, the 

employee should present 

their identification 

documents with their new 

name (either from List A or 

List C depending on 

original documents 

presented) to their 

employer so the employer 

may reverify the 

documents and complete 

Section 3 of the I-9 as per 

USCIS guidance.  

If an employee has 

changed their name and 

not presented their new 

identification, please have 

them contact Laurie 

McCarthy,  Director of HR, 

to get this step completed 

and stay within USCIS 

compliance.   

For full details on I-9 

compliance in the event of 

reverification and rehires, 

please visit the USCIS 

website: https://

www.uscis.gov/i-9-central/

complete-correct-form-i-9/

completing-section-3-

reverification-and-rehires 

Bonus Check Procedures 

You may receive a notice from the Colorado 

Department of Revenue titled “Annual Transmittal 

of State W-2 Forms (DR 1093).” You should only fill 

this out if you started partnering with ERC after 

January 1, 2018. If you were a client prior to that date, 

ERC is responsible for submitting all W-2 information 

for employees. If you became a client after January 1, 

2018 you are responsible for completing the form with 

information only for the portion of the year you were 

not with ERC.  

What is this form for?  

This form is filed with the state of Colorado to 

summarize the W-2s filed within the state.  

Please contact ERC for your contract start date.  

https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fr20.rs6.net%2ftn.jsp%3ff%3d001EnrgDKJ0epLfU4neeAwHxzaelLZdF0oxCzi0_ZH8kN48WgKK-TR-lGTZ7a5_tnHxa9cMmmsZo1Y-CHLUhwW7ol2iug8vHHC5BQm0kpghd-7SDfzVThDO1E8KHnniX4GuGiXnvrtXglT58mbAqvopfaI4hq6knaDs60XFMSZmeapCbi5EFg
https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fr20.rs6.net%2ftn.jsp%3ff%3d001EnrgDKJ0epLfU4neeAwHxzaelLZdF0oxCzi0_ZH8kN48WgKK-TR-lGTZ7a5_tnHxf7mSO44K4OESEgVRt7VTGonw0wy5zCA3HucWv8n3X9NyUdr4uKfd4busyTSul2TzMKyuTupE4r0N1KwmRNYXBHi_NhF63oDKWVAiw423UlqQ6xWBR-
https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fr20.rs6.net%2ftn.jsp%3ff%3d001EnrgDKJ0epLfU4neeAwHxzaelLZdF0oxCzi0_ZH8kN48WgKK-TR-lGTZ7a5_tnHxNkhqJM9BLPajG_pithEXVPuIQ__qQDx9dayjz6tfwEoK0yl2S3m7wrCB-n6oKOTdUIUQ-UXLmSyxzlLQmo2GaW3Y1LBrOwh1FxhWIaJv1rSSRoO9L_
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-reverification-and-rehires
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-reverification-and-rehires
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-reverification-and-rehires
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-reverification-and-rehires
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-reverification-and-rehires


  

 

Wage Theft 

Kaiser Permanente Prescription Drug Changes 
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Starting on January 1, 2019, non-formulary and non-preferred prescription drugs will require prior authorization. 

Prior authorization means that you will need to meet certain criteria for the drug to be covered. Your doctor will 

need to provide information about your condition that will be used to make this decision. If you do not meet the 

criteria, there are other medications that are used to treat the same condition that do not require authorization. 

Your doctor has received a notice regarding this change and will evaluate the best approach for your therapy.  

WHAT YOU NEED TO DO:  

• Step 1: Call your doctor to start the preauthorization process. Your doctor should have received a letter with 

steps on how to complete the prior authorization. If they did not, contact the ERC Benefits Department for the 

number to have them call.  

• Step 2: Ask your doctor to change to another medication that is on your formulary. Changing medications may 

lower your cost share and using Kaiser Permanente Mail Order Pharmacy may also save you additional money. 

Please call your doctor at least 10 days before you run out of medication. Your doctor has a list of medication 

alternatives. Ask your doctor to call or fax a new prescription to your pharmacy or write a new prescription for 

you to pick up.  

• Step 3: Continue to use this/these medication(s). Order a refill as you normally would. You do not need to do 

anything else to continue using the medication(s), but you will pay the full cost of the prescription starting on 

January 1, 2019. This is because the medication will no longer be covered under your benefit.  

If you have any questions about this change, the Kaiser Permanente Clinical Pharmacy Call Center is there to help. 

Call them at 303-338-4503 or 1-866-244-4119 (TTY 711), Monday through Friday, 8 a.m. to 6 p.m.  

Wage theft is a major issue nationwide and occurs in all industries and across all wage levels. What is 

wage theft? Take a look at these examples: 

• Failing to pay employees overtime. Example: Misclassifying an employee as exempt or improperly treating an 

employee as an independent contractor. 

• Failing to pay employees at least minimum wage for all hours worked. Examples: Employers not adhering to 

the higher minimum wage (state vs federal or city vs state) when paying employees; or taking improper 

deductions from employee wages. 

• Failing to pay employees for all the hours worked. Example: Allowing ‘off the clock’ work to occur by asking 

employees to work before or after scheduled hours without additional pay and/or requiring employees to work 

through break time and lunch without additional pay.  

• Failing to pay final wages in full at the end of the employment relationship. Example: Not paying employees 

for accrued, unused vacation time at termination of employment, not paying earned commissions post-

termination, and/or withholding money from final paycheck for damaged or missing items (unless you have a 

signed document from employee stating these funds will be deducted). 

• Failing to pay an employee at all. Example: Not paying employees for travel time when required, and/or not 

paying employees for on-call or standby time.  

How to avoid a wage theft claim: Be familiar with the wage and hour laws in your state and industry, properly 

classify your employees, properly compensate employees for all hours worked (including overtime), pay employees 

in full and on time every pay period, keep complete and accurate time and compensation records for all employees.  
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If you have a new hire who needs to complete 

paperwork at ERC, please ensure they are at our 

office no later than 3pm. This is to ensure that the 

employee has ample time to complete the 

onboarding paperwork and have a drug screen 

ordered (if applicable). As a reminder, ERC’s hours 

are 7:30am-4:00pm daily. Here are other items to 

consider for your new hire checklist: 

 Let ERC know the employee will be 

 coming in 

 Provide the new hire information to 

 ERC 

 Ensure the new hire has proper IDs 

 for the I-9 

 Let the new hire know if there is a 

 drug screen deposit (ERC only accepts 

 cash, check, and money order) 

 Remind the new hire to bring in a 

 voided check or bank document if          

 they want to setup direct deposit 

Holiday Savings Accounts 

Please ensure employees 

complete new Holiday 

Savings Account forms for 

2019. The Holiday Savings 

Account does not roll over 

from year to year.  

Minimum deduction 

amounts are annotated at 

the top of the form. There 

is no maximum that 

employees are allowed to 

deduct.  

All employees are eligible 

to enroll in the Holiday 

Savings Account.  

 

For questions regarding the 

form please contact your 

payroll specialist at 719-

448-9009. The Holiday 

Saving Account Form can 

be downloaded from our 

forms page at http://

www.erccolorado.com/hr-

library/.   

  

 

FSA, DCA, and HSA Contribution Limits for 2019 
The IRS has announced an increase to the health care flexible spending account (FSA) contribution limits for the 

2019 plan year. FSA contribution maximum for 2019: $2,700 

Transit and parking employee benefits were also increased. The new monthly limit increased to $265 per month. 

Health savings account (HSA) contributions for 2019 have also been increased from the 2018 limits. The self-only 

HSA contribution limit for 2019 is $3,500 and the family HSA contribution limit for 2019 is $7,000.   

Dependent Care Account (DCA) limits have so far not been increased for 2019 and presently remain the same as 

2018 limits. The 2018 annual contribution limit is $5,000 ($2,500 if married and filing separately).  

 

 

Holiday Savings checks for 2018 have 

been distributed. If you or an employee 

have not received your check, contact 

your payroll specialist for assistance.  

Contribution Type 2018 Contribution Limit 2019 Contribution Limit 

Flexible Spending Account (FSA) $2,650 $2,700 

Health Savings Account (HSA) $3,450 single/$6,900 family $3,500 single/$7,000 family 

Dependent Care Account (DCA)  $5,000 $5,000 

New Hire Reminders 

http://www.erccolorado.com/hr-library/
http://www.erccolorado.com/hr-library/
http://www.erccolorado.com/hr-library/

