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Purpose and Scope 
 
W-2's are prepared to report employee earnings to the State of Illinois and the Internal Revenue 
Service and to provide copies to employees for submission with their tax returns.   
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Authority and Responsibility 
 

1. The Payroll Office is responsible for having the W-2 forms generated, reviewing them, 
distributing them to employees and generating replacement forms. 

 
2. ADP is responsible for submitting the W-2 data to the Social Security Administration, the 

State of Illinois and the Internal Revenue Service. 
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References 
 
http://www.irs.gov/ (use W-2 as a key word) 
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Definitions 
 
W-2:  The wage and tax information form distributed by employers to employees for filing with 
their federal and state tax returns. 
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Deadline 
 
The deadline for mailing W-2’s to employees is January 31 of each year. 
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Reporting Periods 
 

1. W-2’s include all earnings through December 15 for status employees paid on an 
anticipated basis.  Earnings from December 16 through December 31 are included in the 
following year's W-2 form for these employees.   

 
2. The W-2's include all earnings through November 30 for students, temporary and extra 

help employees paid on a delayed basis.  Earnings from December 1 through December 
31 are included in the following year's W-2 form for these employees. 
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Process 
 
Payroll Office staff will: 
  

1. request ADP generate sample W-2 forms, 
 
2. review and verify the sample W-2 forms, 
 
3. request the actual W-2 forms be generated, 
 
4. mail the W-2’s to the employees one week before the deadline, 
 
5. attempt to correct W-2’s that are returned with incorrect addresses, and 
 
6. generate replacement W-2C’s, whenever necessary.   
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Multiple W-2’s 
 

1. Students or temporary extra help who become Civil Service employees, Civil Service who 
become A & P employees, retirees who return as visiting lecturers or part time faculty 
within the same calendar year will receive more than one W-2 for the year. 

 
2. Employees who change their taxing status during the year; i.e., students or temporary civil 

service who change their Medicare deductions will receive more than one W-2 for the 
year. 
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Inaccurate, Missing or Lost W-2’s 
 
Supervisors should direct employees that report inaccurate, missing or lost W-2's to contact the 
Payroll Office, E-225, extension 5195.  Payroll staff will generate a replacement. 
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Sample  
 
W-2 Form 
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Questions 
 
Questions about W-2’s should be directed to the Payroll Office, E-225, extension 5195. 
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