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Relocation And Reconciliation

Employee calls HR
Line

Receive guidance
from tax team

Other Areas

HR line Receives
phone call that

requires response
from Tax team

Perform research and
respond as necessary

Run report from
System D each week
to identify new hires
or employees that

have moved

HR Rep receives
details and makes
necessary system

changes

Bank S sends email
listing who has
exercised stock

options including
jurisdictions

Check tax setup for
new hires and for

each employee that
has changed address
and send corrections

if needed

Receive stock option
info and validate that

jurisdiction
information is correct

Record transaction
details in System O

by completing a
balance adjustment

Reconcile tax dollars
in from Bank S and
out to Company A
(payroll processing
company) at month

end

Receive relocation
information and

provide details to
Company A (payroll

processing company)

File with gross ups by
completing a balance
adjustment and send

to Company A

Relocation vendor
sends email detailing

all employees that
moved and what was
paid for the relocation

Run validations on
direct deposit file to

determine if any
errors exist and work
with acquisition team

to resolve gaps

Acquisition teams
load data from master
data file of acquired

company

Acquisition teams
correct data as

necessary, working
with acquired team

Tax Jurisdictions And Stock Option Exercise Acquisition Support Tax Notice

Agencies send tax
notices by mail

Receive tax mail and
filter out other mail to
establish tax bucket

and send it to
Company A

Log each notice in
System E, for use in

tracking

employee Call

Tax Team Response Needed

Guidance

Changes

Relocation Information
Acquisition

Data

Acquisition
Data Edits

Tax Notices

Guidance

Notices Logged

Tax Notices

Send to Company A

Stock Options Exercised

Acquisition

Send Data Edits

Correct Data
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Payroll Tax: Workflow

Workflow Description
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HUMAN RESOURCES

Payroll Tax

The processing, analysis and payment of company payroll taxes. Includes 
payroll tax related analysis and administration for employee tax inquiries, tax 
jurisdictions, stock options, employee relocation, and acquisition support.
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Human Resources: Payroll Tax Workflow [BPMN 2.0]

pm.SGO2.PayrollTaxBPMN.140528

Login to OpsDog to purchase 
the full workflow template 

(available in PDF, Visio, PPT)

New users get $20 off their first 
purchase (registration is FREE!) 


