Top of Form
W2/Adjustment Request
Employee Information
Employee Name*    Kiara Reynoso
Employee Phone #* 
Employee Email *    
Employee ID*           
Client Name*          Workflex LLC
Client ID*                 437
Summary of Issue* no federal taxes taken out box 2
                            
Issue Type
Issue Type – check box (Details Page 2) *

Benefits error
Earnings or Deduction error
Social Security Number or Name correction
Additional reporting required (12DD, S corp, etc.)
W2 issued in error or not issued
State or local tax withholding error
Benefits error
· Deduction was not processed or processed for incorrect amount. Deduction may have been taxed incorrectly (pre vs post tax) or met the annual limit. Deduction may not be posted on W2 correctly on box 12 or 14. Benefits to review and correct benefit code settings and adjust thru payroll if needed.
Earnings or other Deduction error
· Earning type or amount was not processed or processed for incorrect amount. Earning may have been taxed incorrectly (pre vs post tax). Earning may not be posted on W2 correctly on box 12 or 14. Payroll to review and correct earning/deduction code settings and adjust thru payroll if needed.
Social Security Number or Name correction
· Social Security or Name is incorrect. Payroll to review and correct in system.
Additional reporting required on W2 (12DD, S Corp, Imputed Income, 3rd party sick pay, etc)
· Additional reporting was not provided timely or not processed. Payroll to review and process thru payroll if needed.
W2 issued in error or not issued/missing
· W2 form has not been received or available to retrieve online by client or employee. CRM to review and verify that settings for client are accurate.
State or Local tax withholding error
· State or Local tax amount or type was withheld/reported incorrectly. Payroll to review and correct work location or residence address if needed.

How to Submit:
· Create email to psgpayroll@mvppayroll.com
· Subject Line put:
· EE name, EE id and type of request/issue in the subject line
· Fill out Formstack 
· Attach Formstack and W2
· Important: ALWAYS create a new email for each inquiry
· if they forward a previously sent email, the ticketing system will be allocating inquiry to an existing ticket instead of creating a new one.

Additional Info:
1. DO NOT create any cases / tasks in ClientSpace for W2 concerns use the email address above
1. We will be automatically notified when a ticket is created and when a ticket is assigned to a member of MVP team. We will know who is working on the request. 
1. MVP Payroll may or may not respond to the to the employee once a resolution has been reached or adjustment has been made. 
2. Either way, your ER team will be notified. So, we will know if we need to contact the EE of resolution. 
1. Stolen identity cases will be submitted to the Vensure Legal team for further investigation. The EE must provide a police report. 
3. Contact leadership for more information
3. If they do not recognize the client’s name advise of worksite location name to see if they helps
1. MVP Payroll legal entity in 2021 and prior years has been Personnel Staffing Group, LLC aka PSG. 
4. Callers may refer to the MVP Payroll Division as MVP, MVP Staffing, Barnett Management and/or MVP Payroll. 
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