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PAYCHEX

Payroll » HA « Asfirement « Insurance

October 22, 2014

Town of Allenstown
Attn: Diane Demers
16 School Street
Allenstown, NH 03275

Re: Payroll Services, Electronic Timesheets, and Electronic Check Stubs

Dear Ms. Demers:

On behalf of Paychex, we are pleased to offer a proposal to the Town of Allenstown for

professional-and-technical-services-that-will-provide-an-inclusive-payroll;-time-and
attendance, and human resources solution for your organization.

For the past 43 years, Paychex has delivered trusted payroll expertise to organizations at
every stage of development. Our engagement with Town of Allenstown will begin with a
consultative meeting wherein your representatives more fully articulate your challenges and
goals, and Paychex representatives define our administrative services.

Paychex is a $2.5 billion corporation with zero long-term debt. A leading provider of payroll,
human resources, and benefits outsourcing solutions for America’s businesses, Paychex
serves approximately 580,000 businesses nationwide.

For your cohsideration, we have included information about the following topics in this
proposal. For each topic, we describe the scope of proposed services and how we will
support Town of Allenstown:

Time and Attendance Training

Human Resources information Systems Application security
Payroll processing Hosted services
Customization History/recordkeeping
Service and support Implementation

Reporting Technical overview




Paychex offers comprehensive services, including payroll processing, payroll tax
administration, and employee pay services, such as direct deposit, check signing, and
Readychex®. Human resource services include 401(k) plan recordkeeping, section 125 plans,
a professional employer organization, time and attendance solutions, and many other
administrative services for business. Paychex offers a benefits administration application,
BeneTrac, to help manage benefits, and our Paychex Recruiting and Applicant Tracking
Solution to assist our clients with recruiting and hiring. A variety of business insurance
products, including group health and workers’ compensation, are made available through
Paychex Insurance Agency, Inc. Paychex also offers ExpenseWire®, an expense management

web solution.

We will manage the Town of Allenstown account from our Boston office at:

100 RiverPark Drive
Suite 100
North Reading, MA 01864

As your primary contact, | am fully authorized to commit Paychex to the attached proposal,
which shall remain valid for a period of not fewer than ninety (90} days from the submission

date.

Manager, at 978-276-0060, ext. 48_461, or lgalarneau@paychex.com.

Thank you for your interest in Paychex. We are ready to work with you to implement an
effective payroll and human resources solution that addresses the express needs of the Town

of Allenstown.

Sincerely,

Lisa Galarneau
Client Service Manager, Paychex



Executive Summary
For Town of Allenstown

Paychex is pleased to present this proposal for the Town of Allenstown. We are confident
that Paychex is uniquely positioned to provide a payroll, time and attendance, and human
resources solution that meets your objectives, delivers optimal business Value, and offers
flexible input functionality. With Paychex services, you can: E E

¢ Save time and money — Paychex empowers business owners to focus on a'n ) grow
their business, instead of contending with the demands of payroll and beneflts
compliance. By combining our leading software-as-a-service technology and -
mobility platform with dedicated, personal service, Paychex offers so[ut[ons to meet
the needs of businesses today and in the future. : B

¢ Maintain contro! of your data — Continue to manage payroll submission schedules
and reporting while Paychex handles processing and: transactlon tasks. Our focus is
to ensure that you are free to do what you do best - run your business.

e Get the support you need, when you need. |t You WI|| have a dedicated
representative backed by a team of experts 10 asswt you with any questions or
concerns. Qur customer service phllosophy is to afways correct any issues as soon as

possible.

¢ Ensure immediate and accurate compllance With Paychex tax administration
techhology, we are abfe to ldentlfy d resolve tax calculation inaccuracies on a per -

pay period basis. .

Our proposed solution mc‘udeS'

The Paychex One-Source hosted payroll solution, Preview®, supports processing based on
both fiscal and calendar. year Prev:ew maintains integrity to year-end processes such as
Forms W-2 and includes all tax filings and payments. The Paychex One-Source payroll
solution is extremeiy ﬂexlble It enables you to configure organizational settings, including
the setup of earnmg and.deduction codes along with customized field names. With Preview,
you can: conflg e the solution to suit your operating needs.

~The Payche One-Source HR solution is a web-based solution that helps eliminate the
*1'imeff|c1enC|es and inaccuracies of updating and managing data in muitiple places. Central
data management custom workflows, and screen displays add convenience and increase
communicatlon, and may reduce administrative labor costs. Supervisor and employee self-
service options can further increase efficiencies and cost-saving advantages.

The Paychex One-Source Time and Attendance solution, Time and Labor, can save you
time and reduce errors by automating time and fabor management. This solution offers

Fingerprint Biometric time entry.
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Paychex also offers electronic timeclocks that use swipe cards with a magnetic swipe, bar
code, or keypad entry. You can access time entry via the web; and the Paychex One-Source
time and attendance solution is available across all business locations.

Founded in 1971, Paychex is a publicly traded $2.5 billion corporation with zero long-term
debt under the guidance of an outside Board of Directors and senior management staff, A
leading provider of payroll, human resources, insurance, and benefits outsourcing solutions
for America’s businesses, Paychex serves approximately 580,000 businesses nanonwnde

With 43 vears of innovation, refiability, and service, Paychex has earned a reputatron for
excellence: 2 =

¢ Among “America’s Most Admired Companies” — Fortune magazine .
¢ Seven consecutive Alexander Hamifton Awards for excellence in treasury and
financial management — Treasury & Risk magazine .
o Preferred payroll and retirement services provider for the Ameér _ica'n"‘__l_nsfigute of
Certified Public Accountants (AICPA) :
Top 125 training organizations in the world (13th stralght ye = deining magazine
One of the “Warld’s Most Ethical Companies” for 2014 -The’ Ethlsphere Institute
One of the “Best Investor Relations Companles-: Instttutionai Investor magazine
Computerworld’s “100 Best Places to Work i |n [T _,_nme ‘consecutive years
Ranks as the largest 401(k) recordkeepe numb t of plans for the fourth year in a
row — Plansponsor magazine E

¢ Number one among compames that manage defmed contributionrecordkeeping

assets — 2012 survey by Pens:ons & vestments (P&1) magazine
"o Paychex Insurance Agency, a wholly owned subsidiary of Paychex; Inc., ranks number:

25 on Business Insurance magazme s 9013 list of the Top 100 Brokers of U.S.
Business. . = .

* Brandon Hall Group"bronze award for exceflence in the Best Advance in Talent
Acquisition Tecnnolo_gy for myStaffingPro, the Paychex software-as-a-service
applicant tracki:ng su'ife

Paychex will supply expertlse and competency in providing services to the Town of
Allenstown. Our’ engagement with the Town of Allenstown will begin with a consultative
meeting, whereln your representatives more fully articulate your challenges and goals, and
7_:Paychex representatlves expressly define our administrative services, From this
convérsation, Paychex will develop a customized plan and delivery schedule for the Town of

":':Allenstown
Afee. schedu!e is included with this RFP to provide clear itemization of each service offered.

We Iook forward to the opportunity to deliver the proposed payroll and HR services with
accuracy and timeliness to the Town of Allenstown. This proposal summarizes the
information requested to help the Town of Allenstown make a decision that supports your

organization, your interests, and your employees.
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Company Background

Paychex, Inc. (NASDAQ; PAYX) is a leading provider of innovative and integrated technology
solutions for payroll, HR, retirement, and insurance services. By partnering with small and
medium-sized businesses, Paychex empowers business owners to focus on and grow their
business, instead of contending with the demands of payroll and benefits compllance By
combining our leading software-as-a-service technology and mobility platform with .
dedicated, personal service, Paychex offers solutions to meet the needs of busmesses t“'day
and in the future. Backed by more than 43 years of industry expertise, Paychex serve
approximately 580,000 payroll clients as of May 31, 2013, across 100 Iocatrons and pays one )
out of every 15 American private sector employees. Learn more about Paychex by Vrsntmg
www . npavchex.com, and stay connected on Twitter and Linkedin.

Founded in 1971 by Tom Golisano, Paychex is a publicly traded $2.5. b;lhon corporatlon with
zero long-term debt under the guidance of an outside Board of Drrectors and senlor

management staff.

Paychex has helped millions of business owners and, managers focus on what they do best -
run their companies. Today, our payroll, human resources‘, and benef:ts outsourcing
solutions continue to meet the needs of any size orgamz" on from the corner store to large

groups with complex requirements. -
Our solutions offer numerous techno!oglcal advantages that many of our competitors’ do

not:-With-Paychex;-you'il-enjoy:

- A single, SaaS-based piatform- -
Single, secure sign-on to all onlme serwces
A customizable user experience
Payroll data consohdated inan onlme report center
Permission- based emp!o_yee access to online payroll data

*« & & & o

Paychex is the only publlcly traded payroll company to provide a truly integrated and

complete pre- h|re to post-termination solution. Our solution allows you to add and remove

additional features as needed without interruption of your core payroli/ HRIS services.

Paychex is also differentaated by the personal attention and commitment we give our
_«clients: ‘By hstenmg to you, and understanding your challenges, we can provide the right
'roduets and services to meet your business goals.

Payéhex offers comprehensive services, from hire to retire, including payroll processing,
payroll tax administration, and employee pay services, such as direct deposit, check signing,
and Readychex®. Human resource services include 401(k) plan recordkeeping, section 125
plans, a professional employer organization, time and attendance solutions, and many other
administrative services for business. Paychex offers a benefits administration application,
BeneTrac, to help manage benefits, and our Paychex Recruiting and Applicant Tracking
Solution to assist our clients with recruiting and hiring.

Paychey, Inc. Page 3w



A variety of business insurance products, including group heaith and workers’
compensation, and tools to assist with Health Care Reform, are made available through
Paychex Insurance Agency, Inc. Paychex also offers ExpenseWire®, an expense management

web solution.

Paychex One-Source Solutions have proactively helped our many clients reduce liability by
ensuring their businesses are in line with the ever-changing regulatory and compllance
landscape. Paychex stays ahead of the curve to be a leader in the industry by ma:ntammg a
strong positive relationship with the IRS as well as strategic relationships with regufatory
industries to help our clients. By working closely with the IRS and other government K
agencies throughout the year, Paychex actively monitors regulatory and comphance—related

issues.

Another way that Paychex is paving the way in our industry is our abihty to offer an “end-to-
end” solution to clients to automate the workforce management process, from hire to
retire. We listen to our clients, and invest a substantial portion, of money in research and
development, exhaustively testing new solutions and thelrf:mpact before rolling them out to

our clients.

As Paychex moves into the future, we are focused on offermg the most integrated,
comprehensive solution in the market. We are movmg forward with mobile technology,

which allows employees to check in one place and manage work in another, whether it be
401(k) services, payroll, benefits, or tlme off requests Paychex will provide the means to
 handle it all as we continue to roll out new se es during the next 6-18 months.

Proposed Solution -

Paychex One-Source Payroﬁ.':'ﬁofutiorf?‘

The Paychex One- Source Payroll So[utlon is extremely flexible. Offered to you as a hosted
solution, it enabies you to configure organizational settings, including the setup of earning
and deduction: codes along with customized field names. You can modify all customized
fields; in. add:t:on,uthe payroll solution contains several menu options so that you can
__:conflgure the'solution to suit your operating needs.
i Internet access is provided by an industry leader in communications services, and the site
hosting i is |nternally managed. We use 128-bit SSL encryption to secure connections.
With Paychex One-Source Payroll, users can:
e “pre-edit reports based on self-defined parameters for gross-to-net pay calculations
e audit pay files, identifying pay entry errors and providing immediate notification if
corrections are required
e run critical payroll processes with back-out and roll-back features should the process
not execute fully
¢ engage utilities to run against corrupt data and index files

Paychex, Inc.
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process “what-if” capabilities based on user-chosen scenarios

allocate costs to any level of detall

future-date recurring earnings and deductions

customize or define batch input screens for hours and earnings

locally print manual checks or special payroll checks to integrate with the master
payroll record

« import and export files with third-party programs like Microsoft” Word, Excel

Access, and Project :
e automatically track accrual hours for new hires and employees along wrth ta _s

changes according to client-defined rules

The One-Source Payroll Solution can incorporate processed data into your genera] Iedger
system to, for example, accommodate labor distribution reporting for employees who work
in more than one cost center. The One-Source Payroll Solution car: create aucsvor .txt file to
export GL information based on the chart of accounts set up in the_,s tem. for payroll-
related items. Since each client uses GL software differently, an: an
needed should be conducted. Allocation by location is avallable for: al! earnlngs, deductions,
and taxes processed through payroll. This can be allocated based on the organization

structure setup of the departments.

Non-critical payroll processing requires two lol,r:= ness days You would enter employee

changes-and-payroll-and-then-transiit this- informatwn to-the-Paychex office-at-least-two
days prior to the check date. Payroli is processed prmted and delivered the following day.
Funds would be collected either the day prior:to the check date.or on the check date. .

For critical payroll processing of. on demand check processing, you can use One- Source
Payroll to calculate the check by entermg rt as a regular check and sending the file for
processing as either hard copy or dlrect deposrt All payroll checks would be sent to you for
distribution. You can also create and print a check in house, and provide the payroll

information in your next payroll :

As a client, you'l have onlme access to current and historical data so you can make payroll

adjustments at-any.t tame If there are changes in the law, Paychex will inform you of these

changes. through a vanety of media, including online message board and hard copy.
.Paychex offers. direct deposit via the electronic deposit of payroll using the Automated

: Clearing House (ACH) system, Each pay period, the net direct deposit payroll would be

transferred from your bank account. Employees receive automatic credit of their net pay
chrectiy into their checking or savings accounts.

Paychex, Inc.
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You can pay your employees in four ways through the Paychex Payrol Solution:

e Direct Deposit — monies deposited directly to employees’ bank account(s) via
electronic deposit using ACH

. Readychex' — signed, ready-to-deliver checks through a single debit to your bank
account for net payrol!

¢ Manual — paper checks created for you to sign and distribute (Paychex can also add
your eiectromc srgnature if you prefer.)

. Skylight PayOptlons Pay Card - An employee’s pay can be loaded directly on to E
the card, which can be used to make purchases anywhere the MasterCard Logo is.
displayed. Employees that sign up for this pay option can use the card to W|thdraw
their cash at any Aflpomt ATM at no charge.

The Personal Responsibility and Work Opportunity Reconciliation Act.__ f 1996 requ:res that
states gather and report information about newly hired or rehired emp!oyees The
information must be reported by the deadline required to the: sta ina a state-mandated
medium (magnetic tape, paper, or electronic media). Paychex offers _this reporting as part of
the payroli service. Clients must notify Paychex if the do’ not want their new hires reported

through our service.

Garnishments

The Paychex Garnishment Payment Servrce deducts the stipulated amount from the user’s
-bank account and payments are automatlcally generated to the payee. Your client service
representative will assist you with the mterpretatlon of new garnishment orders and setup
of deductions; however;: per the serwce agreement you would remain ultimately
responsible for this mterpretation and setup. One-Source Payroll does not calculate

garnishments on state/federai rulmgs

Reports

Paychex One Source Payroll includes many standard reports, and you can configure the
system to dlsplay some or all of the reports. Each pay period, you will have access to
_multlple reports that show taxes by type, department, and other options, Paychex provides
all quarterly and-annual tax reports, including employee Forms W-2 and contractor Forms

1099, Paychex will provide copies of all tax filings and will file zero returns, if needed, on
your: behaff In addition, through the payroll solution, prior year adjustments can be made

as necessary.

Paychex also provides Report Writer, an ad hoc reporting tool available to our One-Source
Solution clients.

Page 6

Paychex, Inc.



There are several client-friendly features in the new Report Writer tool:

e Users can create, modify, and run custom designed reports.

¢ Custom reports can be shared with other reporting users in the company.

¢ Reports can be created for clients requesting complex, ad hoc reporting needs, or
clients with a need to run specific reports on a weekly or monthly basis.

o Reports can be saved in a variety of file formats (PDF, XLS, tab-delimited, and Csv).

o Pre-defined Paychex templates provide additional reporting capablhtres Templates
can be run as defined or customized and saved as new templates. : o

e Paychex Samples folder contains sample reports with tutorials descrlbmg how t" use '
the basic functionality to customize reports and use the software. )

e Intuitive subject areas contain the data elements and descraptlons needed to create

and maintain custom reports.

The ad hoc reporting tool is available with all the Paychex One _ ':'Eq_l_u.fibnfhodules

for Payroll, HR, and Time and Attendance.

Paychex Taxpay® Solution

The Paychex Taxpay® service calculates, deposits, and fales your payrol! taxes for you. The
system can set aside funds as you incur liabilities. Paychex deducts funds on payroll check

dates-and-can-withdraw-funds-from: multlple bank accounts.according-to.your.designation.
The Paychex Taxpay solution includes’ automatrc enro[lment in the Electronic Federal Tax
Payment System {EFTPS). This: meets RS reqwrements for businesses that must file Forms
941, 943, and 944 payroll taxes e!ectrontcaily, and therefore helps clients remain in
compliance with IRS and state electromc flllng requirements,

The Paychex Compliance stk Management department monitors legislative and regulatory
developments that may: |mpact Paychex products and services. If modifications to systems
are needed, processes are in piace 1o code the systems to implement the changes.

Each deposit peﬂ'od;-’anche)’("deposits:

'itnn‘otd.‘i'ng

e '-"1-State withholding
='o'“-.;f.__sm
¢ Disability and local payroll taxes {where applicable)

Page 7
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Quarterly and annually, Paychex:
e files all appropriate returns,
e gives you a detailed list of tax liabilities, and

o supplies you copies of returns for your records.

All issues involving penalties and/or interest charges are investigated to determme cause;
after review, the appropriate steps are taken to solve the issues.

Year-End

Paychex provides year-end services and will file all payroll taxes and process and fiIe your
Forms W-2 and 1099 on your behalf. You would be responsible to maintain accurate
employee information in the system, make the information avallabie to Paychex at year-
end, and notify Paychex that the final payroll has run. There are no constramts related to
paying year-end bonuses. Paychex provides all annual tax report Encludmg employee
Forms W-2 and contractor Forms 1099 in hard copy or onhne As Paychex does not purge
information at year-end, you would have no responsubtlttles for deadmg which information
is necessary to save. When a new year begins, all active’ employees are automatically moved
to the new calendar year. You may also move any inactive employees.

Poychex.One-Source HR. 50fui'ion

The Paychex One-Source HR solutlon is a web based solution that helps eliminate the
inefficiencies and inaccuracies of updatmg and managing data in multipte places. Central
data management, custom workflows and:screen displays add convenience and increase
communication, and may reduce administrative labor costs. Supervisor and employee self-
service options can further increase éfficiencies and cost-saving advantages.

The One-Source HR Sdlﬂtio’ﬁ offers multiple benefits:

. seamless payro!l'lntegratlon

* _:more than 70 standard reports

». custom data export

.-« “‘convenient employee/employer self-service

) ':'-?r-'jc,re:c'king of key information such as EEO-1, workers’ compensation, and OSHA
férms

Paychex strives to provide products and services that meet the evolving needs of our clients
as they expand their businesses. The HR solution was custom- designed to meet the demand
for better online human resources service. It interfaces with payroll via an XML-based
application. Data Sync Integration provides automatic synchronization of changes made in
One-Saurce Payroll, HR, and Time and Attendance Solutions.

Paychezx, Inc.




Data Sync Integration provides for the synchronization of all fields shared between the
applications without intervention by the client user.

You can add new hires by using an Employee Entry interface at any time, and you can view
data in real time. Status records for rehired employees are stored and displayed through a
separate field that designates the employee as a re-hire, and the data becomes accesmble

through database files.

Benefits Administration

One-Source HR integrates with benefits information. Employees have access to a Beneflts
Summary screen showing their elections and employee and employer costs. One-Source HR
does not have a specific “Benefits Statement” that is printable to be sent to employees,
however, the system does give access to a Total Compensation summary that includes the
same benefit information along with salary information, tax mform ion;. and other
miscellaneous items you choose to add. This can be made avallable t employee

electronically or printed.

Employees can enroll online for benefits, and the system can handfe calendar/fiscal benefit
plans. One-Source HR also includes benefit premlum orts Enroilment applications can be
submitted via the web, fax, or email. All benefit elect hanges update payroll deductions.

You.have_the option of attaching deduction. codes to plans that enable employee deductions
to feed to One-Source Payroll, orleavin the,codes -off, which would necessitate that One-

Source Payroll be updated manuall

It can track COBRA eligibjlity based on the quahfymg event and COBRA start date. Qualifying
event information received-from the empfoyer determines when the employee is first
eligible for COBRA, but the ellglblllty end date Is tracked thereafter. Benefit plans can also
be set up for only a specnflc group of eligible employees. For complete COBRA services, we
offer the Paychex COBRA Admmlstratlve Service.

In addition, beneflt cost changes can be future-dated through a “Tickler” file that holds any
changes untilrthe appropnate pay period. Premiums can be automatically updated. You can
automatlcall_' firoll a group of people in a benefit plan with an enrollment application.
_.“One-Source HR"supports reporting on current elections as well as employee and employer
" “eosts. Empioyee deductions can be reconciled with the One-Source Payroll Solution.

With One:Source HR, you can also:

e set up 10 different accrual rates based on the length of time an employee is
employed.

e calculate hourly rates when salary increases are made.

s see an online view of the employee’s total compensation package.

s view current employee history, which is available at any given time.

Paychex Inc.
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make corrections to historical, current, and future records.
accommodate effective dating for future and past dates.
process multiple transactions for an employee with the same effective date.

store scanned documents or picture images.

review data that is available for active employees and inactive employees;
information for inactive employees can be maintained in One-Source HR even |f the
employee is removed from One-Source Payroll. :

¢ determine which user(s) have made changes to employee records.

* & & 2= o

One Source HR currently supports electronic approvals for PTO, benefits, and dlI‘ECt deposet "
in addition, it allows electronic signatures to be captured for employee handbook":and
performance reviews. With this functionality, users can track and monitor the -
acknowledgment of a company handbook and/or performance rewew for both new and

existing employees.

Reports

Social security numbers (SSNs) can be masked, as well as direct dep051t account information
on reports. The system provides flexibility for defmmg select:on criteria, data ranges, sorting
and grouping options, and report output, enabling users to tailor information to their
specific needs. Also, the HR solution features’ custom fle!ds for users to enter date filters on

salary/status-history-and- manlpulate fields-as: needed for.thetype.of report.and.information
required. The system can also prov:de the abihty to set up and run batch reports.
-Paychex also provides Report- Wnter an ad hoc reportmg tool available to our One-Source

Solution clients.

There are several client-ff'iefhdly feétu'reéﬂ'i"h the new Report Writer tool:

e Userscan create modlfy, and run custom designed reports,

e Custom reports can be shared with other reporting users in the company.

* Reports can be created for clients requesting complex, ad hoc reporting needs, or

clients Wlth a need to run specific reports on a weekly or monthly basis.

. Reports can be saved in a variety of file formats (PDF, XLS, tab-delimited, and CSV).

e “Pre- -def ed Paychex templates provide additional reporting capablilities. Templates
: L can._b_e Fun as defined or customized and saved as a new template.

e “Paychex Samples folder contains sample reports with tutorials describing how to use
the basic functionality to customize reports and use the software.
« Intuitive subject areas contain the data elements and descriptions needed to create

and maintain custom reports.

The ad hoc reporting tool is available with all our One-Source solution modules for
Payroll, HR, and Time and Attendance.

Paychex, Inc.
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Compliance standard reports are available for OSHA accident and illness reporting and the
EEO-1 report. There is no additional employee setup required once the information is
entered into the system.

The One-Source HR Solution also has the capacity to provide complete tracking of time-off
accruals, including muitiple policies and history reports. The system tracks the absence
reason designated for the time away from work; it does not automatically track the tlme An
administrator can manually add the time taken as FMLA. If the time has been added, the

system can run reports or time taken as FMLA. History is tracked on the Leave and Tlme Off .

fields. FMLA forms and/or leave of absence request forms can be added.
The system tracks workers’' compensation information. It also maintains OSHA logs:.C '
accident and iliness tracking can be completed by the user within the HR appllcation As

accident information is entered, the system enables you to view and prmt OSHA forms 300,

300A, and 301,

Employee and Manager Self-Service

The Paychex self-service solution integrates with the' HR and payroll a:ppltcatlons in real
time. With self-service capabilities, you can decentrahze:many HR tasks: for example,
viewing and printing check stubs and Forms W-2, cond__ tmg ‘what-if scenarios, and
updating demographic data. This feature Is completely customlzable and can be configured

to allow as much or as little self—serwce funct[onality as you like.

“Employees can:
e view pay stubs within the syst .

check vacation and leave batances

manage depende"= ‘data for: beneflt tracklng

view their master. fil :informatlon via access granted by the client administrator.

change their Form W

complete what- if scenarios or calculate their checks.

manage dlrect dep05|t data.

e & & ¢ O @

The self—serwce p‘roduct tracks some data in a point-in-time model. Changes applied to HR
.Online:while. payroll is processing will be applied to HR immediately and then to the payroll

_:fi’appltcation after the payroll run is completed.

Your T staff wnll not have to support the self-service environment. An assigned HRIS advisor
will help you set up the application and provide training materials for rolling out the
product. Employees will be able to access self-service remotely through the Internet.

The One-Source HR Solution can assist with benefits administration as well. Employees can
view current and historical benefits data and access third parties through links. Also, they

can complete open enrollment online,

Paychez, Inc.
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After an employee completes his elections, he will be able to view a summary to confirm
before sending information to the administrator for approval. The system supports benefit
tiers and will perform an eligibility check, prompting the employee to complete an EOI form
if the benefit election is above the guarantee issue amount and confirming insurability is
needed. The application will prompt employees to elect dependents or beneficiaries when
applicable; however, the system does not track beneficiary information.

Managers have limited access to self-service. Given access by the client admmlstrator S
according to their reporting structure, they can view and edit employee :nformat[on and '
hire new employees through self-service as long as they have access to the deSIgna d:
screens in the hiring workflow.

Managers can also:

o track employee status changes.
o track employee job information online. _
e run reports on the information to which they have. acce

Managers and administrators can approve time-off,_requegts;-behéfits, and direct deposits
submitted by employees. The system uses email to communicate information to employees.

Paychex..One.»Saurce...Tfme_andAf.ten_dance Solution .

. Paychex offers the Proximity 2000 and B|o _177;7;2500 series time clocks. The clocks offer:
7-inch LCD touch screen‘?:i.:_ -
Windows CE operatmg system S
No required clock agent software i
Proximity badges ..
Punch-N-Go optaon .
Ability to,view schedules at the clock
Ability to view. punch detail at the clock
A precise cap_acftwe biometric reader
Battery backup of up to six hours

:=;-'-|_-a_rg'éff:_émﬁ!oyee capacity

The Paychex One-Source Time and Attendance Solution can save you time and reduce
errors by automating time and labor management. Major benefits include:

« time savings — can substantially reduce time spent preparing time sheets, audits,
and reports.

e increased payroll accuracy — can minimize or eliminate costly human error in time-
sheet preparation.

¢ lower labor costs — can help increase awareness of critical labor information,
allowing you to proactively control your most valuable and expensive resource.
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o improved compliance — help comply with federal and state wage and hour
requirements and overtime pay regulations

o access from anywhere — One-Source Time and Attendance is online-based and
available 24/7 from anywhere with Internet access. Users need not install software
onsite for online applications, and Paychex handles all upgrades Paychex.

The Paychex One-Source Time and Attendance Solution is available across all business.
locations, including a Fingerprint Biometric time entry option at the time clock and tlme
entry via the web. Managers can track attendance incidents and information and can enter 3
details for report output. Users can tailor information to their specific needsii. h.
Paychex works with clients to set up the system’s time rules based on each companv’s
payroll policies so that company-specific rules are applied uniformly. :
Security measures limit access to the data according to specifications the user chooses An
onsite company administrator will be granted access to the entire: appllcatlon ‘Supervisors
can be set up to access the employee data of their own direct reports and employees can

be given self-service access to their own information.

One-Source Time and Attendance incorporates a !eave management feature. Employees can
enter hours using online timesheets, Also, employees can, web punch for start and stop
times, breaks, and lunches. They can also punch in’ and out ‘and make position changes
online, for example, from technician to driver.’

We have four types of time punch svstems {o monltor OneiSource Time & Attendance. They

are: . :
» Online Time Recording (We ) Punch) _ Emp[oyees can punch in and out quickly and

conveniently using their Internet: Explorer‘” browser.

& Proximity Time Clock The proximltv badge allows the user to punch in by stepping
close enough for the clock to beep, and allows employees to record times in and out.

e Biomaetric Time Clock Employees place their finger on the clock’s reader to clock in or
out with mcreased securlty and accuracy, eliminating “buddy punching.”

e Time Sheet Express Employees enter their time either in real time or retroactively
and they ¢ can choose the department and/or job codes from drop down menus
apphcab[e to thé different jobs they are doing or have done that day/week/pay period.
Multiple | Ilnes can be selected for each day to accommodate working in multiple

jobs/Io atlons in a single day.

b Paychex can prowde date effective recording of all timesheet and employee-related data.
Oné-Source Time and Attendance provides a comprehensive audit trail of all changes made

to the timekeeping records.
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With One-Source Time and Attendance, users can:
e include multiple rounding rules and multiple grace periods by pay group;
define and apply complex pay rules based on timesheet details;
maintain and modify complex pay rules without vendor intervention;
modify common elements in a group of employee timesheets;
view overtime by employee(s) by time period;
include various types of payroll lockdown dates to freeze timesheet edlts for payroll
processing (e.g., supervisor lockout date, hands-off date, etc. )i i, ,
capture and maintain fully reconciled payroll, labor, and job actwtty mforma i
captured and maintained within the application;
track labor metrics (includes project, job, department, and dockets)
access activities and related costing information in real time;
validate absence codes against associated [eave balances; o
track employee attendance data for a given period; ;
allow employees to request time off and track status W|th ynamlc vahdation against
time off business rules; i
generate standard reports via a web-based mterface
s schedule reports to run automatically and be dlstrlbuted to specmc
users/distribution lists via email or other means of: distnbutlon,
e build, modify, and maintain custom reports, even' by non-technical employees;

» report hours worked/dollars earned by-employee by selected date range as well as
employee leave balances totais, and
. create reports by copymg and modifym an ex:stmg report

Coming Soon! Extended mobility: opt|ons for ‘smartphone and tablet entry will be offered in
the coming months; more, functlonality “with multiple levels of approval, multilingual
capacity, flexible options for: viewing information, customizable interactive charts, advanced
accrual tracking, geolocatton technology, and visual scheduling will provide a new and
improved time and attendan e solution.

Support

Paychex is. differentlated by the personal attention and commitment we give each one of
~sour chents Each client has their own designated client service representative for each of the

~ -r.-solutsons we prowde whom they can call about their account. As a Paychex client, you will
have the direct phone number and email for your client service representative as well as
thelr backup’s contact’s information and manager’s contact information.
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TOWN OF ALLENSTOWN REQUEST
FOR PROPOSALS FOR b o Ny
Payroll Services, Electronic Timesheets, and Electronic Check Stubs

Issued: September 22,
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Town of Allenstown
16 School Street
Allenstown, NH 03275




TOWN OF ALLENSTOWN, NH
REQUEST FOR PROPOSALS FOR
Payroll Services, Electronic Timesheets, and Electronic Check Stubs

1. REQUEST FOR PROPOSALS
The Town of Allenstown, NH is soliciting proposals for Payroll, Electronic Timesheets, and Electronic

Check Stub Services. Proposals shall be based on a bi-weekly payroll which imports the tlmesheet
data directly. The system needs to allow for multiple payroli policies{categories) such as poIIce
special detail paid at an overtime rate. Overtime occurs at different times dependlng on the.
department such as over 40 hours for town hall staff, over 43 hours for the Police’ Officers and 53

hours for the Firemen.
The Town will enter into a contract with the successful bidder after approval by the Board of

Selectmen.

i BACKGROUND
The Town of Allenstown uses a third party vendor to process payrol , @ ectromc timesheets and

electronic check stubs. The Town of Allenstown has approximately 34 bl-weekly employees. These
employees use the electronic timesheets. Approximately- 25call firemen and 10 stipend employees
who are entered manually and paid monthly. All employees have direct deposit except for two
monthly call firemen, The payroll service will process aII taxes, and new hire filings. The Town of

__Allenstown will_file worker’s compensat!on

I TERMINIATION/RESIGNATION )

party to terminate the Agreement subject to ‘the terminating party giving thirty (30) days
written notice to the other party, prlor to the effective date of separation.

The Town of Alienstown may termmate the Contract at any time, by giving written notice to the
Contractor of such termmatuon ami specifying the effective date thereof, at least thirty {(30) days
before the effective date of such termination. In that event, all finished and unfinished work
product shall become the property of the Town. If the contract is terminated by the Town, as
provided herein, the ontractor will be paid an amount, which bears the same ratio to the total
compensatlon as services actually performed bear to the total services covered by the Contract,
less payment of compensation previously made. Termination of the Contract or the retention of
funds by the. municmahty shall not preclude the Town or the Contractor from bringing an action
against EIthEI‘ party for damages or exercising any other legal, equitable, or contractual rights by the
Town or Contractor may possess in the event of the Contractor’s failure to perform.

The Town of Allenstown may void all contracts(s) at any time if the Contractor has materially
misrepresented any offering or defaults on any contract with a New Hampshire municipality.
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In the event that any Contract person or employee assigned to the Town of Allenstown is convicted
of any act resulting in personal gain in the execution of services provided through this agreement,
then the Town shall have no obligation of prior notice, and may immediately terminate all contracts.

V. TRANSFER, ASSIGNMENT, SUB-LETTING

The Contractor will not assign any part of this agreement without express written perm:ssxon by the
Town of Allenstown. , e

V., PERFORMANCE REQUIREMENTS
Perform afl normal and routine tasks, including but not limited to the following:

Provide software/web service for the Town of Allenstown’s employees to enter timesheets
Provide software/web service that allows employees to request ttme off s
Provide software/web service that imports timesheet data to process payroll
Provide multiple payroll policies (categories) to process payroll. Tk
Provide direct deposit services for each employee. o -
Provide software/web access that allows employees to access check stubs and W-2's for
tax purposes.
Track vacation, personal and sick time for each employees based on the Town of

Allenstown’s Personnel Policy.
Prowde third party electronic payments such as State of NH child support

File New Hire Reports to the State of NH Department of Labor

Provide Quarterly Reports to the Town of Allenstown
Create an export file that ¢an be imported Into our accounting software (BMS!) each pay period.

Provide support staff to as.ﬂst Town of Allenstown employees as needed.

s o ¢ o o @

Vi, ADDITIONAL REQUEREMENTS
1). The Contractor shali be compensated as an Independent contractor and shall be responsible for

providing FICA, Workmen's Compénsation, Unemployment Compensation & Liability to all
employees assugned to the Town of Allenstown.

2). The Contractor shall not compensate, in any way, a town officer, employee, or any member of
the famlly of such officer or employee in the performance of any work under this contract,

i INSURANCE SPECIFICATIONS
Certlflcates of insurance, identifying the Municipality as co-insured, will be submitted to the

Mumclpahty no more than thirty {30) days after the signing of the contract. The Municipality will
be notified within 15 days in the event of loss or change in coverage or conditions or amounts of
coverage. A financlally secure insurer, duly licensed to do business in the State of New Hampshire,

shall issue each policy of insurance.
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1). Worker's Compensation — Statutory requirements and benefits if utilizing any additional
employees,

2). Commercial General Liability - $1,000,000 combined single limit. The Town of Allenstown is to
be named as an additional insured with respect to the services being procured. This coverage is to
include Independent Contractor’s Liability, Personal Injury Liability, Blanket Contractual Insurance,
Broad Form Property Damage, and Premises, Operations and Completed Operations.

3). Errors and Omissions Insurance with no less than $1,000,000 combined single Iimit.':‘_

Paychex has sufficient insurance coverage on its business activities and its employees, mcludmg but not
limited to: general liability, professional liability, workers' compensation, and fldellty Please refer to the

attached insurance certificate.

Vill. EVALUATION OF PROPOSALS
Evaluation of the responses will be based on the extent to which the response meets the

requirements of the selicitation and the town’s determination as to the extent to which the
respondent is likely to be able to achieve the desired results and. fulﬁll the purposes of the
solicltation. Proposers are welcome to submit supporting mformatlon or references,
demonstrating how they have shown their performance to bé'in terms ‘of quality and timeliness in
tasks performed for other clients or the Town of Allenstown and how responsive they will be in

terms of cost efficiency to the Town of Allenstown.

IX. PROPOSAL DEADLINE

Proposals are due by 5:00 p. m., Wednesday, October 22, 2014, at the Town
Hall, 16 School Street, Allenstown'--NH= 03275. Proposals received after the
deadline will be rejected_ ‘

X. SELECTION PROCESS: - ' '
The town may engage in Indzwdual discussmns with bidders deemed fully qualified, responsible and

suitable based on Initlal responses “and with emphasis on professional competence, to provide the
required service, These bidders may be requested to make an oral presentation to explain their

proposal and answer questions

Xl .. PROPOSAL REQUIREMENTS
The Town of Allenstown reserves the right to reject all proposals and to make a selection in the best

interests of the Town.
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To be deemed qualified, the Proposer(s) must demonstrate the requisite experience, skills, and
resources necessary to successfully perform services requested in the Request for Proposais. All
guestions about this Request for Proposals should be submitted to:

Diane Demers

Finance Director

Town of Allenstown

16 School Street, Allenstown, NH 03275
Tel: (603) 485-4276 x 120
ddemers@allenstownnh.gov

Proposal Preparation: In order to facilitate evaluation of the proposals, the propose ,Is structed to
be concise and to follow the outline below in responding. Proposals that__do not follow the outline,
or do not contain the required information, may be considered as mvalld [ roposals Additional

detailed information may be annexed to the proposal.

Format of Proposal: Proposers are instructed to be concise and. proposr s should include, in order,
the following: G

Letter of Transmittal; :
Executive Summary to include understanding of the prolect and scope of work;

Brief organization profile, including bac'kground and experience of the firm;

ol ol ol o

“Previous project summaries, mcludi; eference contact information for-a-minimum-of

three :
"(3) projects, which are simllar in scope to the project described herein that demonstrate -~ -

pertinent corporate and key personnei experience; listing of the pertinent projects may

be included (the Town reserves the right to contact any references provided by the

proposer or otherwise obtamed),

References will be*provi@i%ed during the selection process.

5. Approa'cﬁ ( work a detailed outline of the proposed services for executing the
reqwreme ts of the Proposed Scope of Services and availability to the Town as

:'::'-P_ropds;ed schedule to meet the needs outlined in the RFP;
"_ A Paychex support representative can meet with you to review your account.
7. Contract cost to municipality given the scope of work described in the RFP.

Please refer to the separate pricing proposal.

“PAYROLL SERVICES PROPOSAL".

Bids must be in a sealed envelope clearly marked
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Signature/Certification: An official authorized to bind the offer shall sign the proposal and shall
contain a statement to the effect that the proposal is a firm offer for a ninety (90) day period from
opening. The proposal shall also provide the following information: name, title, address and
telephone number of the individual(s) with authority to contractually bind the company and who
may be contacted during the period of proposal evaluation for clarifying submitted information.

Please refer to the attached transmittal letter,

Proposal Withdrawal: the determination of whether a proposal may be WIthdrawn is: solely at the
discretion of the Town of Allenstown. However, in no event shall a proposal be wlthdrawn unless
the request for withdrawal is filed within five (5) days of the date of the opening and proposer
estabiishes that the proposal contains a material mistake and the mlstake occurred despite the

exercise of reasonable care. _
Services will be performed only in accordance with mutually agreed cantract terms and

conditions, and Paychex reserves the right to refuse contract terms pr__\_,wded by Town of
Alfenstown. A copy of our standard service agreement is included for yaur ‘réference.

—l:’—:—;\;alex, Inc.
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Step 1: Read and complste this form.
i Company Name
Paychex Major Marlcet Office/Client Number

Services Agreement

Federal ID Number . _ __ .

This Paychex Major Market Secvices Agreement (“Agreement”) is entered into between Paychex, Inec. {“Paychex™), located in Rochester, New York and
the Company identified above (“Client”). The Agreement will continue until terminated in accordance with its provisions,

1. Services, Client employs Paychex to provide the services selected by Client below (“Services™). Services are described in the Product Terms and
Conditions section of this Agreement. Paychex will not commence any of the Services until Paychex receives all documents necessary to begin each of
the Services and notifies Client of the date Paychex will commence each of the Services (“Service Effective Date”). Client acknowledges that each of the
Services may have separate Service Effective Dates and Paychex may commence performance for enc (1) or more Services without obligating itself to
commence all Services selected by Client. Ungil the Service Effective Date, Client will provide for itself, the Secvices requested of Paychex.

Paychex assumes no responsibility for Services prior to the Service Effective Date.

— L . Paychex® Time and Labor Online

S— Preview® Hosling Service S 'T#'.“i?ﬂﬁﬁ,!.‘.l','ﬂ m';ﬂkgum.

S Taxpay® (includes SUI Support Sexvice) S ExpenseWire

S Taxpay® (withoul SUI Support Service) S Employee Access Online (EAD)

W State Unemployment Insurance Service (SUIS) S Paychex® Online W-2 Service

W Direct Deposit S Paperless Payroll

W Readychex® o PaVSHOX® Employee Screening Services

W Check Stgniny W Recruiting-and Applicant-Tracking

_____ Checkinserin ____ COBRA Rdninistratin

W Logo Senvice S Preralum Only Plan (POP)

W New Hire Reporting S Gamishment Payment Senvice
o Paychex® HR Online o

(FRNETIAES)

Client ageees that Paycliex is not rendering legal, tax, accounting, or investment advice in connection with the Services to be petformed, nor
will Paychex be deemed a fiduciary of Client, a fiduciary of any Client benefit plan offered for the benefit of Client’s employees, or the
employer or jolut employer of Client's employces, Payehex will not be responsible for Client’s compliance with, nor will Paychex provide legal or other
financial advice to Client with respect to federal, state, and local statutes, regulations, or ordinances including, but not limited to, the Fair Labor Standards
Act or any state equivalent, Client agrees to comply with any and all applicable fedecal, state, and local laws or ordinances.

Client understands that this Agreement (Rev. 12/13) may be considered an application for eredit and hereby authorizes Paychex to investigate the credit of
the Client and/or its principals, including vendor references, bank account status, and history (collectively “Client’s Credit”), Paychex’ performance of the
Services under this Agreement is subject to approval of Client’s Credit. Client warmnts that it possesses full power and authority to enter into this
Agreement, and has read and agrees to the terms and conditions set forth in sections 1-25 of this Agrecement.

Title

Authorized Officer’s Name

PRINT

Date

Authorized Officer's Signature
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2. Product Terms and Conditions.

Payroll Services. Paychex will process Client's payroll based solely on Client
Information provided by Client, prepare payroll checks drawn on Client's
bank account or as otherwise directed by Client in this Agreement, prepare
payroll reports for each payeoll processed by Client, and provide the payroll
reports and checks and/or payroll check stubs to Client for review and
distribution. Paychex will prepare payroll tax returns for taxes identified on
the Payroll Cover letter and deliver to Client for the Client to review, sign,
and file, Paychex will not be responsible for the remittance of payroll taxes or
other taxes or for the filing of tax reterns for Clients who clect not to receive

the Taxpay® service.

Preview® Hosting Service. Paychex will provide a hosting enviranment for
Client to access the Paychex Preview software application (“Preview”)
through the Intemet using 2 third party application as an alternative to
installing Preview on Client's computer. Upon termination of the Preview
Hosting Service or the Agreement, {) Paychex will provide Client a copy of
Clignt’s payroll data stored in the hosted environment and a copy of the then
current Preview software; and (i) Client will continue to have access to
Preview and Client's payroll data for fourteen (14) days. Use of Proview
following termination will be subject to the then current Preview software
licensing agreement.

‘Faxpay® (includes SUI Support Service). On or before Client’s check
date, Paychex will () process Electronic Funds Transfer (EFT) transactions
for such amounts as are nccessary to pay the payroll taxes that are specifically
identified in the Payroll Cover Letter Report; {ii) hold such amounts in &
separate Paychex account until such time as these amounts are due o the
appropriate taxing authorities; and (i} prepare, sign, and file with propes
taxing authorities all returns for such taxes on an ongoing basis, Paychex is
not responsible for the payment of taxes or the filing of retums prior to the
Taxpay Service Effective Date or for payroll taxes that Paychex did not
collect from Client. SUI Support Service: Paychex will provide Client with
telephone support with state unemployment insurance chims, benefit charge
questions, and pre-hearing preparation.

Taxpay® (without SUI Support Service). On or before Client’s check date,
Paychex will () process EFT transactions for such amounts as are necessacy

to pay Client’s employecs; (i) hold such amounts in an account established
by Paychex until Client’s check date; and (i) draw checks payable to Client’s
employees on Client’s check date and provide those checks to Client. Client
shall distribute checks on check date or thereafter. Checks distributed to
employees before check date will not be honored and it will be Client’s
responsibility to pay the employees. If Client’s employee fails to present a
check for payment within six (6) months of check date (“Stale Check”),
Paychex will refund the amount debited for the Stale Check back to Client
minus any balances owed by Client and charge a Fee for the transfer of the
Stale Check funds back to Client. Client shall be solely responsible for
remitting to its employee, or former employee, any amounts due and
following any state unchimed property laws in regards to ouistanding
employee funds. In the event that a Readychex check is lost, stolen,
destroyed, or otherwise not able to be cashed (“Voidable Readychex™) Client
agrees to notify Paychex immediately and request the check to be voided,
Client agrees to retum any Voidable Readychex checks for which a refund
has been requested o issued if it sheuld be ultimately found or discovered. If
the voided check is cashed, negotiated, or otherwise presented for payment,
and the financial institution that the Readychex check is deawn upon requires
a lost/stolen check affidavit, Client agrees that Client is responsible for
preducing the affidavit.

Check Signing. Paychex will use Client’s signatuce to create a computer-
generated facsimile that will display on each of Client’s payroll checks each
payday.

Check Insertion. Paychex will insece Client’s signed checks into individual
employee envelopes that will be sealed and returned to Client.

Logo Service. Paychex will use Client’s logo to create a computer-generated
facsimile that will display on each of Client's payroll checks. Client warrants
that Client is the owner of any logo it authorizes Paychex to use, has full right
and authority to use it on its payroll checks, and that such use does not
violate any other party’s rights,

New Hire Reporting. Paychex will report all new/rehired employee
information that is mandated by federal and state regulations. Client is
required to provide accurate and complete information for each new/rehired
employee and_Client acknowledges that failure to provide such information

to pay the payroll taxes that are specifically identified in the Payroll Cover
Letter Report; (i) hold such amounts in a separate Paychex account until
such time as these amounts are duc to the appropriate taxing authorities; and
{iily prepare, sign, and file with proper taking authorities all rétusiis for such
taxes on an ongoing basis. Paychex is not responsible for the payment of
taxes or the filing of seturns prior to the Taxpay Service Effective Date or for
payroll taxes that Paychex did not collect from Client.

State Unemployment Insurance Service (SUIS). Paychex will provide the
following services relating to unemployment insurance: claim and appeal
processing, pre-hearing  preparation, analytical review of veluntary
contributions, and charge statement balancing, Client agrees to complete
applicable Power of Attorney and Record of Address forms where needed.
For an additionat Fee, Client can request and authorize Paychex to appear
and represent Client by telephone at any unemployment insurance hearing
for a specified employee (“SUT Representation Service™), provided the state
in which the hearing is being held will allow such représentation. The SUI
Representation Service will be performed only for any unemployment
insurance hearing regarding the specified employee, By representing Client at
any unemplogment insurance hearing for the specified employee, Paychex is
not acting as Client’s attomey nor will Paychex provide Client legal advice.
Paychex does not guarantee the outcome of the hearing. Paychex expressly
resexves the right to decline the Client’s request to represent Client at the
unemployment insurance hearing. Clent expressly agrees that the SUI
Representation Service will be performed pursuant, and subject to, the terms
of the Agreement.

Direct Deposit. Paychex will process EFT transactions, one or more
banking days pror to Clent’s ¢heck date, for such amounts as are necessary
to pay Ciient’s employees. Such amounts are to be held in an account
established by Paychex undl Client'’s check date, when funds shall be
deposited to employee accounts as specified. Certain accounts may have
restrictions on deposits and withdrawals. Client’s employees ate solely
responsible for determining whether their account is suitable for direct
deposit of requested EFT transactions.

Readychex®, Paychex will (i} process EFT transactions, one or more
banking days prior to Client’s check date, for such amounts as are necessary
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may result in delay in reporting.

Paychex® HR Online. Paychex will provide Paychex HR Online, an

" Internet-based human resource information system, and a program that

enables the transfer of information between Paychex eServices products and
Paychex” Preview payroll software. Paychex grants Client a royalty-free,
nonexclusive, nontransferable license (“HR Online License’) to use all
computer programs and related documentation {collectively “Paychex HR

_ Online Software”) from the Web server location of Paychex” choice. Client

agrees and acknowledges that the Paychex HR Online Software and its
contents ase not intended, and should not be construed, as providing legal or
financial advice and that Paychex is not acting in 2 fiduciary capacity on
behalf of Client or Clieat’s employees, Client further authorizes Paychex to
access Client’s HR Online account to perform administrative functions as
necessary to provide this service.

Paychex Time and Labor Online (TLO). Paychex will provide Paychex

Time and Labor Online services, an Internet-based time and attendance

system used for collecting time and eamings, and for clients using Payroll

Services under this Agreement, importing into payroll software. This section

of the Agreement shall cover the provision of clectronic data collection

terniinals) (“Time Clock”) leased or purchased from Paychex, and all
installed Paychex time and attendance software (“Time Clock Software”), and
performance of support services described below (collectively *TLO

Services”). Paychex may require access to Client’s computer systems and/or

Client’s TLO account to assist in configuration, provide ongoing support,

and perform administrative functions necessary to provide the TLO Service

and Client consents to and authorizes such access, The TLO Services under
this Agreement are only required when the Time Clock and Time Clock

Software are installed and operated by Client according to the User Manual

and in an environment that meets the minimum requirements. The support

provided by Paychex consists of the following:

1. Hardware, Covered cquipment includes the Leased Equipment from
Paychex, but exclirdes the accessories purchased by Client. In the case of
covered hardware failure, Client must notify Paychex. If replacement of
Leased Equipment is required, replacement equipment will be shipped.
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Al service, labor, and ground shipping charges are covered by Client’s
monthly payments, Upon receipt of replacernent equipment, the Client
is required to ship all faulty items to Paychex within five (5) business
days of receipt of the replacement equipment. In the event of damage
to any of Paychex’ Leased Equipment as a result of Client’s, its
employees’, or its agents’ acts or omissions, or if Client fails to return
Paychex’ Leased Equipment as provided above, Client agrees to pay for
all necessary repairs or replacement. For an additional fee, Paychex will
provide support of purchased cquipment as set forth in the Paychex
Time and Labor Online Maintenance Agreement. Client must execute
the separate Time and Labor Online Maintenance Agreement in order
to receive the support services for purchased equipment.

2.  Telephone Support. Unlimited telephone calls will be accepted
Monday through Friday from 8:00 a.m. to 8:00 p.m. ET.

A. TLO License and Software. Paychex grants Client a royalty-free,
nonesclusive, nontransferable license (“TLO License”) to use alt
computer programs and related documentation (collectively “TLO
Software”) from the Web server location chosen by Paychex. Client
may only use the TLO Software in accordance with the terms of this
Agreement. Access to the TLO Software will end upon termination of
this Agreement, and Client agrees that all TLO Software nights remain
the sole and exclusive propeety of Paychex.

B. TLO Leased Equipment. In the event that Client leases Time Clocks
and/or other equipment from Paychex (“Leased Equipment”) Client
agrees that () Leased Equipment is the sole and exclusive property of
Paychex; (i) Clent has no right, title, or interest in any Leased
Equipment except as stated in this Agreement, (iif) Client cannot
transfer, sell, or in any way encumber Leased Equipment; {iv) Leased
BEquipment is not 4 fixture, and (v) Client will not allow any other party
to file any lien or secusity interest on Leased Equipment. Upon demand
by Paychex, Client ageees to deliver to Paychex any and all financing
statements under the Uniform Commercial Code and any other
documents Paychex demnands to protect or record Paychex” interest in
the Leased Equipment. If pemmitted by applicable law, Paychex may file
any such documents or instraments signed only by Paychex.

Client agrees () not to damage the Leased Equipment, {ii) to retura it in
the original condition, normal wear and tear excepted, within ten {10)

Points Tracking Module (TLO required). Paychex will provide Client
with a module which allows a point valu¢ to be associated to commonly
tracked time and attendance events, such as arriving late for a shifi.
Additionally, the module will allow for tracking of Client custom: events.
Chents wilt be able to export their employee static, punch and schedule data
into the points tracking module on-demand. Once the data is imported,
Client can view cmployee balances, create reports detailing those balances, as
well as export the information through creation of a C8V file.

ExpenscWire, Paychex will provide Client with a hosted employee expense
reimbursement system which allows Client to manage the reimbursement of
employee expenses. Paychex may utilize a thied party vendor to host the
application. Client understands that reimbursements may be paid, at Client’s
clection, via one or both of the foltowing options: i) through Client’s payroll,
or (i) separate from payroll, theough an EFT. Clients electing to reimburse
through EFT, separate from payroll, acknowledge that these is an additional
fee for cach EFT. Client acknowledges that there is no reconciliation of
reimbursement data between Preview and ExpenseWire.

Employee Access Online (EAO), Paychex will provide Client with a self-
service, Internet-based Web site ("EAQ Site™) that gives Client’s employces
the ability to view and print their payroll check stubs, Forms W-2 and 1099-
MISC, and gives them access to their payroll information. Client
acknowledges that it has full control over the level of access granted to it
employees. Payches will provide paycheck calculators an the EAO Site for
use by Client’s employees. Client agrees and acknowledges that the EAO Site
and its contents are not intended, and should not be construed, as providing
legal or financial advice and that Paychex is not acling in a fiduciary capacity
on behalf of Client or Client’s employees. Client fusther acknowledges and
agrees that it is responsible for the accuracy and incorporation of any changes
made to Client’s data by or on behalf of Client’s employees, including
advising Paychex of any changes in taxability that may result. Client fucther
authorizes Payehex to access Client’s EAO Site to perform administeative
functions as necessary to provide this service.

Paychex® Online W-2 Service. Paychex will place Client's employees’
Forms W-2 and 1092-MISC on 2 secure Web site for viewing and printing by
Client.

-——-business-days- of -termination- of— this-Agreement;-and- {if) - complete
termination paperwork provided by Paychex. Client is in default of this
Agreement if it allows dammge to, or fails to return Paychex’ Leased

- Equipment. If. Client fails to return the Leased Iquipment in the time
required, or damages the Leased Equipment beyond normal wear and
tear, Client will be charged 2 Fee of $750 per terminal.

C, Fees. Pursuant to the Time and Labor Online Ordes Form, the terms of
which are incorporated herein, Client agrees to make Fee payments for (i)
the TLO Services; and (i) any Leased Equipment. The Fee for the
Teased Equipment includes support and nmintenance services.
Following Client's receipt of the Time Clock(s) and Time Clock
Software, Paychex will inveice Client monthly for the Monthly Package
Fee shown on the Time and Labor Online Order Form.

D. Compliance with Applicable Law. Client agrees that it shall be solely
responsible for compliance with all applicable laws and regulations in
connection with the use of TLO (TLO Services, TLO Software, and any
Leased Equipment or equipment purchased from Paychey) including,
without limitation, state and federal wage and hour laws and regulations
and laws relating to collection, storage and use of biometric information.
Paychex will not be held liable for Client’s use of any equipment or TLO
Services to be provided by Paychex hereunder. Client agrees that the
TLO Services and TLO Software are not intended, and should not be
construed, as providing legal or financial advice and that Paychex is not
acting in a fiduciary capacity on behalf of Client or Client’s employees.

E. Disclaimer of Warranty. With regard to any Leased Equipment and
Time Clock Software rented, leased, or sold, and all TLO Services
provided, Paychex hereby disclaims any and all warrantics, and makes no
representation or warranty of any kind, whether express or implied,
including any warranties as to the condition, quality, value, suitability,
durability, operability, or any other matter. Without limiting the general
nature of this disclaimer, Paychex disclaims any and all warranties
concerning the merchantability or fitness for a particular purpose of any
equipment leased or sold and all equipment is expressly provided "as is”,

P. TLO Refund, No refunds will be given after the Service Effective Date,
except that Paychex may issuc a refund to Client if Client requests the
refund in writing within thirty (30) days of receiving their purchased
equipment.
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Paperless Payroll. Paychex will suppress Client’s employees’ direct deposit
check stubs and/or Client’s payroll reports from printing. The Paperless

~..Payroll service .tequires .that Client have either Paychex HR Online oc

Employee Access Onfine. Client acknowledges that cach state has sepacate
laws and regulations governing Client’s obligation to distribute payroll check
stubs to its employces and/or to retain copies of payroll check stubs or the
information on the payroll check stubs. Paychex shall not be responsible for
Client’s compliance with, nor shall it provide legal or other financial advice to
Client with respect to federal, state, and local laws or ordinances governing
the distribution or retention of payroll check stubs. Client is solely
obligated to comply with any and all applicable federal, state, and local
laws or ordinances governing the distribution or retention of payroll
check stubs,

Paychex Employee Screening Services. Client acknowledges that the
Paychex Employce Screening Services are performed by a third-pasty vendor
of Paychex. Client agrees to remit payment directly to Paychex. Client will be
eligible for such program so long as: (i) Client semains a Client of Paychex;
(i) Client complies with the terms of this Agreement (i) Client executes and
complies with the terms of any agreement the third-party vendor shall
require; and (iv) the third-parly agreement is not terminated for any reason.
Fees for the BEmployee Screening Services will be as set forth in the product
setup form and consist of & (3) set up fee; (i) inspection fee and cither #; (i)
monthly subscription fee f a product type package is ordered); or (iv)
monthly 3 I carte fees (f Client paying per screen). {f Client elects the
product type package plan and the Employee Screening Service is terminated
prior to the completion of the product type package plan, Client agrees to
pay the remaining amount due on the contract after a prorating of the
screens ordered has been completed. Client agrees to pay for all screens
ardered through the third-party vendor.

Recruiting and Applicant Tracking. Paychex will provide Client with an
Internet-based recruiting and applicant tracking Service that provides
technology to facilitate the recruiting, qualifying and tracking of applicants
(“Recruiting and Applicant Tracking”). The Recruiting and Applicant
Tracking Service may provide links to third-party Web sites. Paychex makes
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no representations concerning and is not responsible for, the accuracy or
content of, or the ability of Client to access, Web sites of third pasties.
Providing a link to third-party Web sites shall not be deemed an endorsement
of the linked site or of the content, products or services offered or referenced
on such site. Links to third-party Web sites are provided as a convenicnce
only, and Paychex shall have no liability in connection with any third-party
Web sites or the provided links to such Web sites, Client authorizes Paychex
to access Client’s Recruiting and Applicant Tracking account to perform
administrative functions as necessary to provide this Service.

COBRA Administration. Paychex will perform certain federal COBRA
and state continuation administrative functions for medical, dental, vision, or
prescription drug coverage plans (“Eligible Plans) on Client’s behalf
(“COBRA Administeation”), Client will notify Paychex when an employee is
(i} no longer on its payeoll; (i) terminated from coverage under the Eligible
Plan; or (iif) receiving a reduced level of health care coverage under the
Eligible Plan; and Client will identify Eligible Plan of the employee to
Pagchex {“Required Notifications”). Client is solely responsible for
detenmining if a matter is a qualifying event. Paychex will assist Client in
determining if a matter is a qualifying event once Client provides Paychex
with the Required Notifications. Paychex will begin COBRA Administration
on Client’s behalf, if required. If the qualificd beneficiary subsequently elects
COBRA coverage, Client will be solely responsible for submitting the
premium for the qualified beneficiacy dircetly to the Eligible Plan insurance
carder. The «qualificd beneficiary will be required to pay the monthly
premium directly to Paychex and Paychex will reimburse Client the premium
collected from the qualified beneficiary less an administrative Fee. Paychex
receives bank credits and/or eamings (“Earnings”) from the premiums
received. The amount of Earnings reccived by Paychex will fluetuate based
on the average monthly balance of the premiums multiptied by the thirty
(30)-day British London Interbank Offered Rate minus forty (40) basis
points. Client acknowledges that Paychex may setain such Earnings as
additional compensation for COBRA Administration under this Agreement.
In the absence of Earnings, Client acknowledges that the other Fees paid to
Paychex under this Agreement would be greater. In the event that Paychex
reccives an appeal of a denial of coverage from a potential beneficiary
(“COBRA Appeal”) (@ Paychex will provide Client with a copy of the

6.
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that Paychex may be required to obtain documents necessary to verify the
identity of Client pursuant to applicable federal and/or state statutes or
regulations, Client will provide Paychex with all necessary Client Information
pertaining to Client’s employees at least two (2) banking days prior to payroll
check date. Client acknowledges that Client is responsible for any
delayed remittance of wages, taxes, gamishments, and additional
processing Fees incureed as a result of its failure to provide Client
Information timely. Paychex shall not be required to obtain
authorization from Client to act on Client Information.

. Reliance on Client Informartion. Paychex will not be responsible for errors

that result from Paychex’ reliance on Client Information.

Review Reports. Client will review all reports and documients provided or
made available by Paychex and inform Paychex of any inaccuracies withie
theee (3) business days of receipt or availability.

. Software Licenses, Client has received, or may receive, certain computer

software relating to Services setected by Client, including, but not limited to,
the Paychex HR Online Software and Paychex Time and Labor Online
Software {collectively “Software”}. Client agrees that in the event that it does
not accept all of the terms and conditions of any and all Paychex Software,
and/or third-party Software, and any and all applicable license agreements
provided to Client now or in the future, that Paychex will not be obligated to
perform Services dependent upon the Software.

Remit Reimbursement Amount. Client agrees to remit funds to Paychex
representing the amount due to pay Client’s employees, remit taxes, or pay
gamishments (“Reimbursement Amounts™) through an EFT, or such other
payment methed as required by Paychex.

. Payment of Fees, Client will pay all fees, including, but not limited to, fees

for all Paychex Services cach pay period and the setup fees (coltectively
“Fees”) through an EFT or such other method as required by Paychex when
due. Minimum monthly Fees are due in the event Client fails to process a
payroll ar whose payroll fails to meet the minimum monthly charge dusing
the month, Fees include minimum monthly, insufficient fands, late fees and
premivm processing fees. Paychex’ Fees are subject to change upon thirty
(30) days written notification to Client. Paychex may, in its sole discretion,

COBRA-Appeal; and-(i}-Client-agrees-that ithas sole-responsibility-to review
and provide Paychex writtert direction on how to respond to the COBRA
Appeal.

Premium Only Plan (POP). Paychex will act as Plan Service Provider for
Client’s Premium Only Plan. Paychex will provide Client with the following
Plan installation documentation: (i) Basic Plan Document; (i) Adoption
Agreement; and (i) Summary Plan Deseription. Client acknowledges that
Client is responsible for () revicwing and signing the Adoption Agreement
setting forth the terms and conditions of the Plan; and () distributing the
Summacy Plan Descrption to Plan participants. Paychex will perform the
caleutations for the Key Employee Concentration Test. Client is solely
responsible for all other testing, Tf Client has 2 Health Savings Account
(HSA), the pretax salary reductions for Client’s HSA will not be incorporated
into the compliance testing results. Client will be solely responsible for any
aggregate testing, Client acknowledges that if the Plan fails the testing as
outlined above, the Client is responsible for correcting the falure and
bringing the Plan into compliance with the applicable requirements as
defined in section 125 of the Internal Revenue Code, -

Garmishment Payment Service, Paychex will process EFT transactions,
one banking day prior to Client’s check date, for Client’s employees’
gamished wages as are necessary to remit to the appropriate entities, Client
will provide Paychex with a gamishment order for each employee for whom
wages ate to be garnished. Paychex will hold garnished wages in a scparate
account established by Paychex until such tme s the amounts are due. Client
remains solely responsible for the correct catculation of the amount to
garnish from its employees” wages.

Additional Terms and Conditions.

3.

Client Contacts. Client will designate payroll contacts that will provide
Paychex with information and directives necessary for Paychex to pecform
the Services (collectively “Client Information”). Client is responsible for the
accuracy of Client Information provided by payroll contacts and/or Client.

Client Information, Client will execute and/or provide all documentation
that Paychex requires to perform its responsibilities under the Agreement
including, where necessary, taking all corporate action, Client acknowledges

10.

.
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require a secudity deposit from ClenE, aiid Chient waives any right to inferest
that may accse on any amounts, including but not limited to,
Reimbursement amounts, Fees, and security deposits received by Paychex.

Efectronic Funds Transfer. If Paychex requires payment of Fees or
Reimbuesernent Amounts {collectively “Amounts Due”) through an EFT,
Client (i) will exccute all documentation nceded by Paychex to originate EFT
transactions and to verify availability of funds in Client’s bank account; (1))
agrees that the funds representing the Amounts Due will be on deposit in
Client’s bank account in collectible form and in sufficient amount on the day
Paychex’ EFT is to be presented (*Funding Deadline”); and {fi) authorizes
Paychex to collect all Amounts Duc from Client’s bank account on the
Funding Deadline. All EFTSs are performed in compliance with the National
Automated Clearing House Association operating rules *NACHA”). Client
agrees (1) to follow NACHA as they are amended from time-to-time and
assumes the responsibilities of an initiator of EFTs; (i) that it will not initiate
any EFT that violates any law; and (iif) that Paychex may identify Client to
banks involved in the EFT. Client fusther ageees that it will notify Paychex,
pursuant to applicable NACHA and federal regulations, if funding
for Client’s payroll is received from a foreign financial agency and of any
employces with non-US addresses.

Payment by Wire Transfer or Other Method. If Paychex requires payment
of Amounts Due by a wite transfer or other method, Client agrees to provide
Paychex with all information necessary to confirm receipt of the payment
prior to the Funding Deadline.

. Insufficient or Nonconfirmed Funds, If sufficient funds are not available

on the Funding Deadline, Paychex may take such action to collect Amousits
Due, including, but not limited to, reissuance of the BFT and assessing
insufficient funds Fees. Client acknowledges that Client is responsible
for any delay in remittance of wages, gamishments, or taxes, if
Paychex is unable to confirm receipt of funds prior to the Funding
Deadiine,

. Client's Default. In the event of a Client default, Paychex may, at its sole

option, terminate the Agreement, or a portion thereof, without notice and
declare all Amounts Due immediately due and payable. Client agrees to
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“held TiRblE for (1) atly negligent #ct of omission by Paychiex (i thie niegligemee ™

17.

18,

19,

promptly ceimburse Paychex for all advances or overpayments made by
Paychex and (o pay interest on the advances at the rate of one and one-half
pereent {1%4%%) per moath, or the maximum allowable by applicable law, until
paid. Client agrees that Paychex may initiate an EFT' to Client’s bank account
for any past due Amounts Due. Client will be responsible for the costs of
collection of Amounts Due, including, but not limited to, attorneys” fees and
court costs. Paychex may, in its sole discretion, commence an action within
the County of Monroe, State of New York, or in any other court of
competent jurisdiction for any monies due and owing from Client to Paychex.

Refund/Adjustment/Overpayment, Client agrees that Paychex may apply
any balances it is holding for Client to Amounts Due owed to Paychex or its
affiliates. In the event Paychex remits an overpayment of payroll taxes,
Paychex may, at its sole discretion, advance funds to Client. In the event
Paychex advances overpayment funds to Client. Client agrees that it will
reimburse Paychex for the overpayment within the sooner of five (5) days of
(D teceiving the overpagment amount from the taxing authority; or (i) being
notified that the overpayment amount would be applied to an outstanding tax
liability of Client; of {iil) the Agreement being terminated by either party.

Termination. Fxcept as otherwise provided, either party may terminate the
Agreement upon thirty (30) days prior written notice. Paychex may
immediately terminate the Agreement, or a portion thereof, if (g Client
becomes subject to receivesship, bankruptcy, or is insolvent; () Paychex, in
its sole discretion, determines that a material adverse change has occurred in
the financial condition of Client; (i) Client fails to have sufficient funds on
the Funding Deadline; or (w) Paychex determines, in its sole discretion, that
any federal, state, or local legistation, regulatory action, or judicial decision
adversely affects its interests under the Agreement. Termination of the
Agreement will not relieve Client of any obligations set forth hercin,
including, but not limited to, its payment obligations.

Limit of Liability. Paychex’ sole liability and Client’s sole remedy for
Paychex’ breach of the Agreement will be: §) for Paychex to remit to the
appropriate payee the funds received from Client; and/or (i) for Paychex to
teimburse Client or its employees for any interest or penalties assessed by
taxing authorities as a direct result of Paychex’ breach of the Agreement.
Paychex can only be held liable for breach of the Agreement and will not be

of any other pessen or entity, including, but not limited to, Client and its
employees or agents, or any person or entity that provides services in
eofineétion ‘with 6r as a result of Pagchex’ performance of its obligations
under the Agreement (i) any loss, claim, or expense asising from any
information provided or modified by Client; or () Client’s breach of
NACHA. Paychex will, under no circumstances, be liable for any
special, indirect, incidental, or consequential or punitive damages,
including lost profits incurred by Client pursuant to this Agreement or
by the transactions contemplated by it, however caused, on any theory
of liability (including contract, tort, or warranty), or as a result of
Paychex® exercise of its rights under the Agreement, even if Paychex
has been advised of the possibility of such damages.

Indemnification, Client will indeminify, defend, and hold Paychex and its
respective officess, directors, and employees hammless from any and all
claims, costs, attorneys’ fees (including in-house counsel fees), and cxpenses
resulting from or arising in connection with: () 2 Client default; (i) the use,
misuse, reproduction, modification, or unauthorized distribution of Software;
(i) Client’s breach of NACHA; or (v) Client’s breach of any warranty set
forth in the Agreement.

Copyright. Paychex owns all rights, tile, and interest, including, but not
limited to, copyright, patent, trade secret, and all other intellectual property
rights, in the Software and any changes, modifications, or cortections to the
Software. If Client is ever held or deemed to be the owner of any copyright
rights in the Software or any changes, modifications, or corrections to the
Software, Client hereby itrevocably assigns to Papchex all such rights, title,
and interest. Client agrees to execute 2ll documents necessary to implement
and confirm the letter and intent of this section. Client warrants to Paychex
that it () has title or is authorized to use any symbol, logo, or mark uploaded
by Client or Client’s agents or printed on Clicnt’s handbooks and checks
(collectively “Client Material”); and i) has full right and authority to use
Clienc Material, and such use does not violate any other pasty’s rights.

Confidentiality of Software. Client acknowledges that the Software
contains valuable trade secrets and confidential information owned by
Paychex or third parties (collectively “Confidential Information”). Client
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agrees that Client, its employees, and its agents will not, dircctly or indicectly:
(0 scll, lease, assign, sublicense, or otherwise transfer; (i) duplicate,
reproduce, or copy; (D) disclose, divalge, or otherwise make available to any
third party; Gv) use, except as authorized by this Agreement; or {¥)
decompile, disassemble, or otherwise analyze for reverse enginecring
pusposes the Software or Confidential Information. Client will take
appropriate action with Client’s employees and agents to satisfy its
obligations under this Agreement with respect to the use, protection, and
security of Confidential Information. Client will notify Paychex immediately
of any unauthorized use or disclosure of Confidential Information and wilt
cooperate in remedying such unauthorized use or disclosure.

Client Confidential Information. “Client Confidential Inforrmtion” will
mean all information disclosed or otherwise made available by Client to
Paychex that is marked confidential or is of the nature that a reasonable
person would identify it as being confidential, and the name, social security
number, date of birth, address, bank, and/or wage information of Client and
Client’s cmployees provided to Paychex by Client. Paychex will use
reasomable care to prevent the disclosure of such Client Confidential
Information to any unauthorized person or entity. Paychex sy disclose
Client Confidential Information to its employees, affiliates, subsidiarics,
agents, and contractors to () perform or offer Services; (i) offer additional
products or services; (iif) perform analysis to determine Client’s qualification
to receive future services; and (iv) eollect Amounts Due and may disclose
Client’s pagment experiences with Paychex to credit reporting agencies and
supply vendor references of Client’s behalf. Paychex may also disclose Client
Confidential Information (§) to its attorneys, accountants, and auditors; and
(i) pussuant to federal, state, or local law, regulation, coust order, legal
pracess, or governmental investigation. The obligations set forth in this
section will not apply to any Client Confidential Information that: (i Client
has agreed is frec of any nondisclosure obligations; (i) at the time of
disclosure was free of any nondisclosuse obligations; (jif) is independently
developed by Paychex or that Paychex lawfully reccived, free of any
nondisclosure obligations, from a third party having the right to furnish such
Client Confidential Information; or (iv) is or becomes available to the public
without any breach of this Agreement or unauthorized disclosure.

Client Online Account. In the event Client accesses Services online or

—through-any-mobile-or-other-electroni¢-devices- (“Client- Online-Accounffy——mrmrremmmm

Client is solely responsible for (i) designating who is authorized to have
access to Client’s Online Account; (i) safeguarding all of Client’s passwords,
usernames; logins or other security features used to access Client's Online
Account ("Client Online Account Access”); (i) Client’s use of Client's
Online Account under any usernames, logins or passwords; (iv) ensuring that
use of Client’s Online Account complics fully with the provisions of this
Agreement; and (¥) any unauthorized access, or use, of Client’s Online
Account caused by Client’s actions or inactions, including, without limitation,
its failure to safeguard Client Online Account or Client Online Account
Access. Client is solely responsible for the maintenance and routine review
of computing and electronic system usage records (Le. log files) and the
security of its own data, data storage, computing device(s), other clectronic
systems, and network connectivity. Client acknowledges and agrees that
Paychex is not liable to Client, Client’s employees or any other third-party for
any consequences, losses, or damages resulting from unauthorized access or
use of Client Online Account as set forth in this section.

Goveming Law and Arbitration. The Agreement and all aspects of the
relationship between Paychex and Client shall be govemed exclusively by the
laws of the State of New York without regard to, or application of, its
conflict of laws, rules, and principles, except for the arbitration agreement
contained hecein which shall be govemed exclusively by the Federal
Arbiteation Act, 9 US.C. scction 1 et seq. {the “FAA™). Except as provided
hercin, any dispute arising out of, or in connection with the Agreement
will be determined only by binding arbitration in Rochester, New
York, in accordance with the commercial rules of the American
Arbitration Association, Arbitrable disputes include, without lmitation,
disputes about the formation, interpretation, applicability, or enforceability of
this Agreement. A separate neutral arbitrator must be selected and appointed
for each dispute. Any dispute arising under the Agreement will be brought
within two (2) years of when the claim accrued. The arbitrator will not be
authorized to award exemplary or punitive damages, or any damages
excluded in the Limit of Liability provision. The partics agree that the
prevailing party in arbitration, and any subsequent judicial proceeding to
enforce an arbitration award, will be awarded costs and attorneys® fees
{including in-house counsel fees) and that an arbitration award may be
entered as a judgment in any court having jurisdiction over cither party to the
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Agreement. The parties will not be permitted to bring, or participate in, and
the arbitrator will not have any authority or jurisdiction to hear or decide, any
claims brought as any type of purported class action, coordinated action,
aggregated action, or similar action or proceeding. Each party must only
bring claims against each other in their individual eapacity.

. Assignability, Neither party may assign the Agreement to any third partics,

other than successors, without the prior written consent of the other party.
Any assignment made without such consent will be null and void,

. Signature. "The paties agree that Client’s signature on this Agreement may

be transmitted to Paychex electronically or by facsimile. The pasties further
agree that such signature will have the same force and effect as if the original

signature had been provided and received.

Misccliancous. The Agreement, along with any exhibits, addendums,
schedules, and amendments, contains the entire understanding of the parties
and supersedes all previous understandings and agreements between the
paties for the Services provided, whether oral or written, including, without
limitation, any confidentiality or nondisclosure agreement(s) entered into by
and between Client and Paychex prior to the date hereof, Neither party will
be responsible for any delay or failure to perform obligations specified in the
Agreement due to causes beyond the party’s reasomable control. Client
acknowledges that there have been no representations or warranties made by
Paychex or Client that are not set forth in the Agreement. Paychex may
modify any teem of the Agreement upon thirty (30) days written notice to
Client of such change and the effective date thereof, Client will be deemed to
have accepted and agreed to such changes unless Client elects to terminate
the Agrcement by written notice to Paychex prior to the effective date of the
change and pursuant to the Termination provisions. If any provision of the
Agreement or any portion thereof is held to be invalid, illegal, or
unenforceable, the validity, legality, or enforceability of the remainder of the
Agreement will not in any way be affected or impaired Sections 1-25 will
suevive the termination of the Agreement.
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THIS CERTIFICATE 15 ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER, THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
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i {hls certificate [s befng prepared for a party who has an Insutablo inferest in the property, do not use this form. Usa ACORD 27 ur ACORD 28,
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Paychex

Policies and Procedures

PAYCHEX

Payroll « HR » Retirement ¢+ Insurance




A leading provider of payroll and human resource solutions for small- to medium-sized
businesses, Paychex takes the security of data very seriously. We are committed to protecting
the confidentiality, integrity, and availability of data for our clients, their employees, and our
partners. We apply best practices in information security, proven technology, and effective
policies and procedures and maintain a comprehensive program to monitor and safeguard
information from unauthorized access or destruction. This paper describes the Paychex

Information Protection Program.

The Paychex Information Protection Program follows an industry-recognized: secunty pollcy
framework, Code of Practice for Information Security Management (!SO/IEC 27002 2005},
from the International Standards Organization (I1SO). Qur security policy and’ standards, which
have been ratified and are enforced by executive management, are built upon the 13'policy
sections within the 1S0-27002 framework. ’

The Paychex Enterprise Data Security organization includes seven groups, each focused on
information protection and uniquely assigned an aspect of the | 'formatlon Protection

Program:
1. Risk Management
o monitor external regulatory changes

¢ maodify security policy and standards to refl significant regulatory changes
e maintain a risk assessment capabillty for sigmfrcant infrastructure changes and new

technologles
2, Compllance Management .. w B
foster awareness

- conduct-employee tramlng an
* enforce security policy i
¢ improve in- productlon systems
3. Security Admimstration and Architecture
e monitor the health anc__:l welfare of the security infrastructure
o administer fogical access
o develop security management tools for internal use
4, Vulnerabii'ity'}'-\ss'é's‘,sment
-'scan; analyze and report changes to the security posture of networks and systems
5 Network Security Engineering
e, design and implement network-based security controls
6. Bata_Transfer Security
e transmit sensitive data between business partners and clients securely
7. Security Investigations Unit (StU)
e keep systems ready
¢ respond to cyber anomalies and events

These seven groups of the Enterprise Data Security department collaborate to provide a
consistent and interconnected security infrastructure across the company. The department
coordinates program oversight at the executive and senior management levels and sets the
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direction for implementing security technologies and protective mechanisms for the company.
Driving this consistent delivery of the security program are repeatable processes from the risk
management section of the Paychex security policy.

Control Environment

The control environment at Paychex provides employees with the company’s philosophy on
professional conduct and operating style and a framework for other aspects of mternal

control.

Code of Business Ethics and Conduct

Paychex publishes a set of standards for acceptable business conduct so that employees,
clients, and suppliers can understand the way Paychex wants to condtict busines.é . ‘Paychex has
been included on the “World's Most Ethical Companies” list by the. Ethlsphere Instltute, which is
dedicated to the research and promotion of profitable best practlces in globaf governance,
business ethics, compliance, and corporate responsibility. N

Privacy Statement

Clients provide Paychex with financial and personal mformation about themselves and their
employees; therefore, we use reasonable care and malntam appropriate policies and
procedures to protect data from loss, misuse, unauthorized access, disclosure, alteration, or

destruction. To review our full pnvacy statement please go

Security Statement

Paychex is committed to p'i‘bf’écti'ﬁg the security and integrity of client information through
procedures and technologles designed for this purpose. Specifically, we:
* maintain pollues and procedures covering the physical security of our workplaces,

systems, and records,
. apply physmal electromc and procedural safeguards built on industry-recognized best

._,use teohnology such as backup files, virus detection and prevention, firewalls, and other
lcomputer hardware and software to protect against unauthorized access or alteration to
customer data;

e encrypt sensitive information transmitted over the Internet;

e through formal approval processes, access controls, and internal auditing limit
employee access to customer information to those who have a business reason to
know;

s require employees to take information security awareness training and apply this
training to their jobs every day;

» use advanced technologies for the backup and recovery of customer information; and
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* monitor compliance with established policies through ongoing security risk
assessments and internal audits.

Auditing and Compliance of Control Practices

Periodically, Paychex internal auditors and external accounting and auditing firms review our
operations and business practices for compliance with corporate policies and procedures that
govern the controls and safeguards related to the confidentiality of information.

The Internal Audit department acts as an independent appraiser of the Paychex mternal
control system, assessing internal control design and operating effectiveness and i
recommending enhancements to internal controls. Reporting directly to the' Paychex Audlt
Committee, which oversees the company's internal control structure, the Internal Audit
department has the authority to examine Paychex records, reports, and documentation and to
use whatever audit procedures deemed necessary to accomplish its objectwes The
department has unrestricted access to the Audit Committee of the Board of Dlrectors and to

senior management.

Vendor Risk Management

Paychex maintains a risk management program des:gned tc __assess and manage risk with third
parties (e.g., business partners, contractors, consultants supphers, and other business
associates) that may have access to confidential data in the course of providing services. This

program includes an evaluationof the: vendor -3 lnformat:on security-program-and-a-written
contract that stlpulates how mformatlon must be protected

Insurance Coverage

Paychex maintains an insurance poilcy that includes cyber liability coverage for: technology
products, Information securlt and privacy, regulatory defense and penalties, and PCl fines and

Paychex has established policies and procedures to comply in a timely fashion with
appltcable legal requirements related to privacy, data security, and notification.

Regulatory Comphance

Paychex has processes in place that are intended to comply with local, state, and federal
requirements regarding the security of client data. These processes include comprehensive
security procedures that are regularly reviewed and revised as appropriate to reflect

regulatory changes.
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Client Data Protection

Client Services Security

Security policies and procedures for Paychex client-facing services and applications are
specifically designed to protect the confidentiality of the sensitive information in clients’
electronic communications and transactions. Paychex stands behind its commatment to keep
client data protected through the following best practices and technologies: "

multi-layered firewall technologies
real time monitoring for suspicious or unusual activity

secured transmission of communications using SSL 128-bit encryptlon
comprehensive access controls

logical patch management procedures and processes
regular vuinerability assessments

Secure E-mail Communications

An important component of safeguarding the privacy -and secunty of cllent company, and
employee information is the Paychex Secure E-mail Message ‘Center. A protected e-mail
environment designed to keep sensitive and confldent|al information safe, the Secure E-mail
Message Center provides a vehicle for Paychex: to send notlflcatlons to regular e-mall accounts
with links to our secure e-mall server, where reCIplents can access confidential e-mails.

Retentmn and Destructlon of Hard Copy a& Electromc lnfarmatwn

The Paychex records manag'e’ment program is supported by policies, procedures, and
processes to safely retain hard copy and electronic records and dispose of them

securely.

Personnel Securstve‘

Employee Backgro nd and Drug Screening

Paychex performs |m|nal background checks and drug screening on all employees when
an: offer of employment is made,

Employee“n_(gn-d.'sdosure and Confidentiality Policies
Employees are required to abide by confidentiality and non-disclosure policies.
Employee Training

Paychex is committed to training as an essential part of employee success. Every year the
company’s in-house Training and Development Center provides more than one million hours of
instruction to employees across the country, Employees are required to complete training to
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gain the product knowledge and professional skills necessary to maintain the Paychex standard
of service and excellence. Also, they must complete a yearly security awareness training session
and apply what they have learned to their jobs every day.

Paychex was ranked on Training magazine’s Training Top 125 list of outstanding
international training organizations for the eleventh straight year.

Employee Communication Regard.-ng Changes to the Paychex Security Pol.-cy

All relevant changes to the security policy are communicated through news bulletms as
soon as they have been approved by Paychex senior management. :

Reporting Perceived Misconduct

Employees can contact a direct access hotline to report financial or. accountmg concerns.
Anonymous reporting is established and coordinated by a confldentlal and mdependent

third-party service.
Physical Security

General Site/Building Information

Physical access to the corporate data processmg centers limited to employees with a business

Aeed 1o accass the centers and is controlled | byan electromc key, a personalidentification
number (PIN), and blometrlc technologles ' :

Visitor Access

All persons visiting any Paychéx'lOcatioﬁ must have a business justification to do so. Visitors in
any Rochester Paychex locatlon are tequired to sign in and are issued a numbered visitor’s
badge. Visitors are not allowed in ‘any area of the building without being accompanied by an
authorized employee Under no circumstances are visitors allowed in confidential or

unauthonzed areas

System §___e"c’u(lty Access Control, and Monitoring
Fol’mab!gé;bvd}}l’rocess

Paychex errl[;‘;loyees’ access to systems must pass a formal approval process. Employees are
granted access only to information required to perform their daily jobs.

Unique Access

Employees are given a unique username and password to gain access to Paychex systems to
ensure that all transactions and logging of activity are monitored reguiarly.
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Separation of Duties

Paychex internal controls include policies and procedures to promote strong business
practices and establish clear roles and responsibilities, including the segregation of duties.
Segregating dutles heips ensure that transactions are valid and properly recorded.

Logical Access Controls

Logical access controls are designed so that only authorized users are permitted: access to
systems and applications. Formal processes and procedures guide system access requests for

changes and removals.

Audit and Monitoring

Proactive and detective monitoring of system audit logs and alert nof'ice's' directs the use of
Paychex systems in accordance with published policies. System audtt Iogs are activated and
monitored to help detect unauthorized activity and maintain the integrlty of key data
elements. Information Technology (IT) monitors and Iogs securrty actrvrty and reports security

violations to management.

Employee System Termination Procedures

Paychex uses formal termination procedures to revoke computer, network, and data access

—privileges:

System Development and-Maintenance. -

Change Management

A formal Change Management Prpcess governs all changes to the production application
infrastructure. This process 'cbveré review and approval of project-size initiatives as well as
minor changes like enhancements infrastructure changes, bug fixes, and regulatory changes.
All significant modiflcatrons to the application Infrastructure are managed within a project

usmg a defined project Ilfecyc!e

Enterprrse Busin 2sS Solutrans

Enterprrse Development designs, develops, and tests software applications that support
Paychex business units. A defined software development process (SDP) provides
guidelines for creating and testing program changes and allows for customization based

on project requirements.
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Quality Assurance (QA)

The purpose of quality assurance is to verify that all new functionality is working as
documented in the requirements and that design documents and defects are identified and

addressed.
Data Backup/Business Continuity/Disaster Recovery

Formal Written Business Continuity Policy

Paychex is dedicated to providing seamless business operations in spite of: unexpected &
events. These sudden, uncontrollable scenarios can vary from inclement weather to.. =
intentionally damaging acts. The impact of each scenario, depending on its seventy, can
range from minimal to critical. The company is committed to |dentrfymg and evaluatlng
potential risks and their impacts — before they occur — to determine approprlate measures to
take. Paychex has developed a combination of technological solutlons and comprehenswe
recovery planning strategies for a rapid response to potentially mful situations. These

include: _ -
o daily backup of client and client employee master les and tax flles at the Corporate

Data Centers and each processing location; ... =
ongoing backup of payroll transaction fJIes throughout each processing day;

weekiy backups of payrol! hlstory,

The Corporate Data Centers have appropnate geographic separation for local and regional
disasters. They are equped WIth heat and smoke detection, fire suppression systems,
redundant uninterruptible’} power systems (UPS), and redundant generator power. In addition,
the branch offices are: equlpped with heat, smoke, and fire detection systems, Certain
branches have a UPS and ‘generator to protect computers, phones, and alarm systems from
power surges or: fallures [Each year, Paychex performs power failure tests in each Corporate
Data Center and a"_ each branch. Data centers operate independently, and each is designed to
handle the full: Ioad of both centers. Paychex maintains documented recovery strategies for all
crftlcai_gompone__hts including services, systems, buildings, and workforce reduction scenarios.

The Paychex.Business Continuity Plan (BCP) includes corporate and business unit
components. Reviewed, updated, and tested annually, at a minimum, the BCP includes,

but is not limited to:

notification/communication pathways and call lists
alternate site information

critical vendor/third-party information

recovery procedures

manual workarounds, if available

* & & o o
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+ restoration of normal service plans

Changes to the Paychex BCP impacting vendors and/or partners are communicated
through normal business unit/vendor communication channels.

Essential personnel are identified, documented, and trained on the BCP plan; these
personnel are included in the Paychex testing strategy. Business continuity training for all
Paychex staff is provided within the first year of employment and periodically thereafter

The BCP plan is tested according to a program that specifies test dates and addresses mlss:on—
critical products, services, and technology. Test results are communicated mterna!ly and
audited periodically; in addition, any remediation plans are completed. Vendor/p ‘
participation in BCP testing is solicited as required. :

Contact information for the BCP team is available upon request.

Business Impact Analysis

The Business Impact Analysis (BIA) process determines th ‘ 'maximum acceptable downtime in
the event of a site or multi-system disaster. All systems that provnde client services are
identified as Tier 1 systems — the highest recovery pr__otectron — and meet legal and regulatory
requirements and established service level agreeme 'ts (SLAs)

—.Backup Strategies

~ Computer operations controls mciude jOb scheduling, tape management, program and data file
backup, and problem management. The Computer Operations department is responsible for
ensuring that critical appllcations and data sets are regularly backed up to tapes and kept
offsite. This is accomplished using the combination of a documented strategy for cyclical backup
of data and programs, automated backup tools and schedules, and automated tape Inventories.
Automated restores and perfodrc manual recoveries from tape ensure the quality of the backup

tapeson a regular basis. "

Data Retention

S are in place for data; they vary based on product or service requirements.

Retentron polrcr
Proper Destruction of Disposed Media

Backups are protected from unauthorized access and tampering. Controls have been created
to keep customer data highly secure from outside tampering and to guide the proper disposal
of media at the end of its useful life,

Testing of Archived Data

Paychex infrastructure support personnel practice recovery technigques every month within a
test environment. The test measures the thoroughness of Paychex strategies and minimizes
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problems before they occur in a real situation. Testing not only addresses data integrity, but
also keeps personnel current with recovery procedures.

Vulnerability/Intrusion Detection/Anti-Virus
General Network Security and Intrusion Detection Information

Paychex uses many technologies to help identify and protect information assets agalnst
attacks and malicious software. Its defense-in-depth strategy includes: :

multiple firewail layers

intrusion detection/intrusion prevention systems
virus, malware, and spyware scanning

host integrity assessments

security event and incident management systems

quarterly penetration testing

All components of this strategic plan are vital in helpmg protect
clients. :

ychex and its

Patch Management

Operating system (OS) and database patches re applled to systems at Paychex to address

_.issues_or_potential.issues.in.the. production pro; _ssing and control environment. A system
configuration tool and/or vendor alerts;azre sed to.identify available patches. The system
..configuration tools compare the current sy: em_ p___*tch configuration with the Paychex
minimum security baseline and patc, ease: list from vendors. The results of that comparison
are analyzed to determine the patch be installed on Paychex systems. Security patches
are evaluated to ensure that rele nt securlty vulnerabilities are mitigated as quickly as

possible.

Levels of Networ!ge_sééiiﬁty_ TeEtuig

ability scanning — To validate that Paychex is using and applying the best possible
. technical-configuration, ongoing network vulnerability scans are performed. These scans
are scheduled and executed as part of established schedule-of-work tasks, and the
"resuits are shared with the appropriate IT teams inside Paychex to help identify the best
mitigation plans and solve any identified vulnerabilities. These reviews are critical in
measuring progress against patch levels, code reviews, and product deployments. When
applicable and possible, our external hardware/software vendors are integrated into
our scanning results.
¢ Penetration testing — Quarterly external penetration testing is performed. After
management reviews these reports, remediation is performed if necessary.
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Paychex Security Investigations Unit (SIU)

Paychex SIU, the investigative arm of Enterprise Data Security, is responsible for collecting and
analyzing Information about potential system security violations and data breaches. SIU works
closely with human resources, corporate counsel, internal audit, risk management, and other
groups to record, report, and mitigate computer-related incidents.
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Town of Allendstown, NH ZM26
16 School Street

Altenstown, NH 03275
Diane Demers

Finance Director
ddemers@allenstownnh.gov

- Proposal

PRICING

Proposal date 10/20/2014
Valid untll 01/18/2015

Pay frequency
Employees

Lisa Galarneau
Customer Service Manager
|galarneau@paychex.com

26
46

603.485-4276 x120 978.276.0060 x48461
Notations:

Totals displayed do not include sales tax where applicable,

Prices are subjec‘t to change with advance notice.

Please initial to indicate your understanding and agreement with this proposal:

[PER PAY PERIOD CHARGES Minimum Base  Units Rate/Unit Total  Discount Net Total |
One-Source Solutions Package | S 18400 46 ) 271 s 308.66 35% S 200.63
Includes:

Payroll Processing Preview Hosting
Taxpay Service Direct Deposit
SUI Support Check Insertion
New Hire Reporting Chack Signing
Benefit Accrua Readychex/Reconciliation
Report Writer/Report Library Garnishment Payments
General Ledger :
Additional State/Local Returns 1 $ 3.00 § 3.00 s 3,00

Additional Reports S 10.00 $ - S -
Split Delivery 5 - S -
HR Moduie {all employees) s 10.00 s 025 % - s -
Human Resources Online (dl employees) 3 13.80 65 5 1.03 § 80.75 S 80.75

Per pay period total $ 402,26 $ 294.23
{MONTHLY CHARGES Minimum Base  Units Rate/Unit Total  Discount Net Total |
Employee Access Online 46 $ 030 S - S -
SUI Administration {over 25 emps} s 66.00 21 $0.50 § - S -
Screening Criminal Database S 18.00 0to 12 s - S -
COBRA S 30.00 S 2500 § - S -
Recruiting and Applicant Tracking
First HR/Recruiter and/or Admin User $ 200,00 S - 5 -
$ - $ -
$ - $ -
Premium Only Plan $ 40,00 5 - S -
COBRA/Premium Only Plan 3 60.00 s 2500 3 S -
ExpenseWire 5 - $ -8 - $ -
ESR Analysis & Monitoring Service S 4000 46 $ 0.25 3 - $ -
Time & Labor Online 5 70.00 46 S 3.00 § 138.00 35% S 89.70

5 - 5 -

5 - 5

$ - 5 -

$ $ -

$ - $ -




Proposal

FPRICING
$ - $ -
Lease Blometric Clock **WIFI Ensbled ** 4 $ 140,00 § - ) -
Lease Biometric Clock (w/HID Reader) 4 S 160.00 § - s -
Lease Proximity/Barcode Clock 4 S 10000 $ - S -
Lease Proximity Clock {w/HID Reader) 4 $ 120,00 § - $ -
Monthly total S 138.00 ) 89.70
[ANNUAL CHARGES Minimum Base Units Rate/Unit Total  Discount Net Total |
Quarter/Year End Report Delivery 4 $ 1550 § 62.00 s 62,00
W-2 Delivery 1 s - s -
Forms W-2 or 1099 S 60.00 65 s 575 § 433,75 5 433.75
Online W-2 Service S 25.00 S 035 $ - 3 -
Time Clock Malntenance s - S -
Annual total S 495,75 3 495,75
[ONE-TIME CHARGES Minimum Base  Units Rate/Unit Total _ Discount Net Total |
Time Clock Hardware & Accessories
Purchase Biometric Clock ' $ 2,400.00 $ - 5 -
Purchase Biometric Clock {w/HID Reader) $ 2,600.00 S - 3 -
Purchase Proximity/Barcode Clock S 2,000.00 § - S -
Purchase Proximity Clock {(w/HID Reader) $ 2,20000 $ - S -
Battery/Charger board $ 110.00 § - S -
Power over Ethernet Board S 250,00 $ - $ -
Bell Relay $ 17500 5 . s -
2Gb SD Card S 2000 S - 3 -
Proximity Cards/Badges 50 per pack $ 12500 § - $ -
External Battery Backup S 100,00 $ - S -
Delivery Graund Tl S 72500 % - 5 - ‘
Implementation
Implementatton, Customization & Tralning $ -
Payroll S -
Training $ -
Enter Custom Fee or Promotiond Discount Here 4 -
HR Online History Import $ -
Human Resources Online $ 500.00 100% S - ‘
Recruiting & Applicant Tracking - Implementation and Modules S - S -
Background Check Integration ) - 5 -
Ad Feed to submit job openings to pad Job Boards 5 - 3 -
Additional Career Sites $ 50000 $ - $ -
Employee Screening 5 -
Site Verification S 99.00 S - s -
ESR Analysis & Monitaring Service $ 20000 § - S -
ExpenseWire ) - $ -
Time and Labor s 500.00 100% S -
stratustime $ - 5 -
One-time total $ 1,000,00 S -
Annualized charge s 12,610.51 $ 9,222.13

ADDITIONAL SERVICES (proposed separate cover}
Fiexible Spending Account {FSA)
Workers Compensation Insurance and Administration




