Payroll Automation Checklist
	
	Action
	Comments

	1
	Transamerica Plan Name
	 

	2
	Transamerica Contract Number/Sub ID (xxxxxx-xxxxx)

	 

	3
	Plan Sponsor Contact Name and E-Mail address

(Include all who should be notified on correspondence during integration)

	 

	4*
	Transamerica Account Manager & E-Mail
	 

	5*
	Transamerica Client Executive & E-Mail
	

	6
	Is this a new set-up or is the client changing vendors?  If changing vendor see line 7.


	

	7
	Provide old vendor and last day the vendor should receive the Outbound file if applicable


	

	8
	Direction of file feed? Choose 1 option
· Inbound – payroll file to Transamerica

· Outbound (Reverse Feed) – participant changes only to Vendor
· Inbound and Outbound – full 360 service


	

	9
	Automated Approval for Inbound – Yes or No

If Yes, ACH must be set up in Transamerica

	

	10*
	Employer Match Source
	

	11
	Payroll Vendor Name

	Payroll Integrations, Inc.

	12
	Payroll Platform if applicable (ex. ADP Enterprise/Lifion, Ceridian Freedom/Dayforce, UKG Pro Ultimate/UltiPro)

	

	13
	Payroll Vendor E-Mail address –contact at vendor who is completing the integration

	implementation@payrollintegrations.com

	14
	If Payroll Vendor is different for the Outbound (Reverse Feed) file, provide Vendor name and E-Mail address

	n/a

	15*
	Expected date of 1st live file
	

	16*
	 Group Codes if applicable
	

	
	Options to remove Payroll Services 


	

	
	Contract Number/Sub ID (xxxxxx-xxxxx)

	

	
	· Remove Inbound File Automated Approval
	

	
	· Remove Basic Outbound Service
	

	
	· Cancel all Payroll Services
	


Additional Information for Payroll Integrations

	1
	Payroll Frequency


	

	2
	Target Activation Date


	

	3
	Division Ids
	

	4
	Active EE Sources
	

	5
	Active ER Sources
	

	6
	Number of loans permitted
	

	7
	Excluded compensation
	

	8
	Excluded classes
	

	9
	Plan Status (existing, new or startup)
	

	10
	Any additional information/nuances on the plan-to-plan basis that PI should know
	


*Does not delay integration but will keep all parties informed


