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Reporting Requirements and 
Deadlines for Payroll

MCTI

March 21, 2024

Presented by:

Carrie Garrett, Director of Human Resources

Disclaimer
• Nothing contained in this presentation is

intended as a substitute for legal advice.

• Please consult your municipal attorney for
legal advice.

• All websites, phone numbers, and examples of
forms given in the presentation as are current
as possible.
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Information Covered:
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Reporting:
• New Hire Reporting
• Quarterly Reporting
• Year End Reporting
Other Payroll Topics:
• Levies
• Garnishments
• Direct Deposit
• Fringe Benefits Gifts

The information provided here is for informational and educational purposes and current as of the 
date of publication. The information is not a substitute for legal advice and does not necessarily 
reflect the opinion or policy position of the Municipal Association of South Carolina. 
Consult your attorney for advice concerning specific situations.
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What is Payroll Reporting?
Payroll reporting involves the 
documentation and analysis of payroll data, 
including wages, taxes, benefits, and 
deductions.
Ensures compliance with regulations, 
facilitates accurate financial reporting and 
provides insights for decision-making.

Wendy N. Kelly, MSHRM, PHR, SHRM-CP
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What is a Federal EIN and Why Do I 
Need It?

New Hire 
Reporting

Set up employee’s payroll 
information.

Report all newly hired employees 
to SC Department of Social Services 
within 20 days of hire.

Verify the legal status of new 
employees through the E-Verify 
website within three days of hire.

Enroll new employees in insurance 
plan and appropriate retirement 
system within 31 days of hire.
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Employer 
Internal 
Form

SC Law 
Notification 

to Employee 
Requirement

Section 41-10-30 Notification at time of hiring:
• Normal hours agreed upon
• Normal wages agreed upon
• Time and place of each payment
• Deductions to be made from wages
• May provide this notice by posting conspicuously 

at work
• Changes must be made in writing 7 calendar days 

before they become effective
• Keep records of names and addresses of all 

employees; and all wages and deductions for 
three years

• Furnish each employee itemized statement 
showing gross pay and deductions made from 
wages each pay period

Federal 
W-4 
Form
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State W-4 Form
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Enroll New 
Hire in 
Insurance

Enroll New 
Hire in 
Retirement
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How Many Pay 
Periods Per Year
vs.
How Many 
Withholding 
Periods Per Year

Earn 
Wages

Gross 
Pay

With-
holding

- Income Tax (Federal/State)
- FICA (Social Security/Medicare)

-Retirement
- Insurance

-Garnishment/Levy

Net 
Pay

Income Tax

•State Tax
•Federal Tax
•(FICA)

Retirement

•PEBA 
SCRS/PORS

•Deferred 
Comp/401k

Insurance

•Health/Dental
•Supplemental

Garnishment

•Child Support
•Bankruptcy
•Student Loan

Levy

• IRS
•SC DOR

Withholding
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Income Tax

•State Tax
•Federal Tax
•(FICA)

Retirement

•PEBA 
SCRS/PORS

•Deferred 
Comp/401k

Insurance

•Health/Dental
•Supplemental

Garnishment

•Child Support
•Bankruptcy
•Student Loan

Levy

• IRS
•SC DOR

Withholding

Mandatory or Voluntary

W
ith

ho
ld

in
g Remit Funds 

Withheld to Agency

Report Funds 
Withheld

Other Quarterly 
Payroll Reporting
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Remit Withholdings
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Submitting Federal Withholding/FICA - each payroll

27

Submitting State Income Tax Withholding - each payroll
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Remit Other Mandatory 
Withholdings - each payroll
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Child Support

Garnishment
Levy

Etc.

PEBA Retirement Participants

Remit Retirement Withholdings - Monthly

30
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Federal Form 941 - Quarterly

Federal Form 941 – Quarterly
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State Form WH-1605 - Quarterly
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State DEW UCE-120 - Quarterly
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PEBA Retirement Participants



3/13/2024

15

PEBA Retirement Participants - Quarterly

PEBA Retirement Participants

PEBA Retirement Participants

Retirement Plan Member Contribution Rate

SCRS 9.00 % of earnable compensation

PORS 9.75 % of earnable compensation
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Retirement – Employer Manual 

https://www.peba.sc.gov/sites/default/files/er_manual.pdf

47

Quarter Due by:

January – March April 30

April – June July 31

July – September October 31

October – December January 31

Quarterly Report Due Dates
941, WH-1605, UCE-120
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Audits Related to Payroll Data

• Internal / External
• ACFR
• IRS
• Workers Compensation
• Others…

60
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Challenges in Payroll Reporting
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Accuracy

Strategies

• Automation
• Integration
• Training
• Outsourcing

62

Wage Levies
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Employees 
Should 
Review 

Each 
Pay Stub
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Resources for Payroll Reporting
• Reporting Forms: 

https://newhire.sc.gov/#/ Website administered by the SC Department of Social Services

https://www.dhs.gov/ Department of Homeland Security

https://www.eftps.gov/eftps/ Electronic Federal Tax Payment System

https://scbos.sc.gov/ South Carolina Business One Stop offers access to SC Dept of Employment and 
Workforce (SC DEW), SC Department of Revenue (SC DOR), and SC Department of Health and 
Environmental Control (SC DHEC).

• Labor Statistics

– www.bls.gov/ces Bureau of Labor and Statistics provides Current Employment Statistics (CES) 
on employment , hours, and earnings on workers.

• Personnel Action Forms & Personnel Policy

• IRS

www.irs.gov Employee Withholding Allowance Certificate

https://www.irs.gov/individuals/tax-withholding-estimator Tax Withholding Estimator

Thank you for your time!
Any questions?

Carrie Garrett
Director of Human Resources

803.939.8603
cgarrett@westcolumbiasc.gov
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