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Year-End Checklist & Deadlines 

 

 

2024 is almost gone, and we’re already preparing for year-end. We need your help! Please use this checklist 
to ensure that you know what you need to do to get through year end successfully!  

November To Do 

□ 

Verify all your company information is correct with Paper Trails 
Be sure we have the correct data to file your taxes on your behalf. This includes your Federal & State Tax ID Numbers, and 
your full legal business name and mailing address.  
 

□ 

Verify all employee contact information 
You should audit all employee contact information, including names, addresses, social security numbers and dates of 
birth. The Internal Revenue Service may impose a penalty for each W-2 submitted with a missing or incorrect social 
security number or employee name of up to $550 per error! 
 

□ 
Review Salary/Exempt Employee Weekly Wages & Budget for 2025 

Federal DOL has increased the minimum salary threshold for exempt (salaried) employees. Effective July 1, 2024, the 
minimum salary threshold increased to $844/week ($43,888 annually). Starting January 1, 2025, the minimum salary 
threshold will increase to $1,128/week ($58,656 annually). These are weekly requirements, not annual salary amounts and 
do not include bonuses, commissions, etc. There are very few exceptions to this new ruling. Be sure your salaried/exempt 
employees are meeting the new wage thresholds and begin budgeting for potential impacts in 2025. If your salaried 
employees do not meet these new wage thresholds, you MUST pay them overtime.  
 

□ 
Begin Budgeting for Maine’s Paid Family Leave Premium Payments 

Effective January 1, 2025, all employers with Maine employees must enroll in Maine’s Paid Family Leave program and 
begin collecting a 0.5% premium from all employees to contribute to this plan. If you have more than 15 employees, Paper 
Trails will also collect a 0.5% premium from the employer to contribute to the plan. The 15-employee count is determined 
by reviewing the 12-month period of October 1, 2023 to September 30, 2024. If you paid 15 or more employees in ANY 20 
weeks in that year period, you are required to make a 0.5% employer contribution to this fund.  
 
We will have separate communication and specific instructions coming out about the PFML program as soon as the state 
launches its portal (we’re hoping early December). But we will begin collecting the premiums with the first payroll in 
January, so you should get your budgets ready so there are no surprises.  
 
More information is available at papertrails.com/pfml. Be sure to join us for our Maine PFML Implementation Webinar on 
Tuesday, December 17th at 2pm. Register today at papertrails.com/webinars.  

 

□ 

Begin Gathering Fringe Benefits & Year End W-2 Adjustments 
Before Friday, December 13th, all W-2 adjustments must be submitted to Paper Trails for processing. W-2 adjustments are 
often non-cash contributions, but include the following items:  

• S-Corporation Shareholders’ Health Insurance Premiums and Mileage Reimbursements 
• Group term life paid on behalf of employees over $50,000 
• Third party sick pay 
• Personal use of a company vehicle 
• Non-cash payments like gift cards or other “fringe benefits” 

PLEASE – check with your accountant to ensure accurate numbers and contact a member of the Paper Trails team if you 
have questions.  
 

□ 

Review 2024 Retirement Contributions  
Do you have employees or owners who wish to maximize their retirement contributions for 2024? Review deductions to 
make sure that employees or owners are on track to maximize these pre-tax benefits.  

• 2024 Maximum 401(k) and 403(b) contribution is $23,000 + $7,500 catch up for employees over 50.  
• 2024 Maximum SIMPLE IRA contribution is $16,000 + $3,500 catch up for employees over 50.  

 

https://www.irs.gov/government-entities/federal-state-local-governments/increase-in-information-return-penalties
http://www.papertrails.com/pfml
http://www.papertrails.com/webinars
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□ 
Semi Weekly Notices  

Be on the lookout for CP136 notices from IRS! This notice indicates that there is a change in tax payment frequency for your 
account. Please send these to your payroll processor as soon as you receive them so that we may adjust the payment 
frequency on your account. If we do not receive these notices, it will result in late payments which you will be liable for any 
penalty or interest due to the IRS.  
 

□ 

Prepare for Veterans Day & Thanksgiving Payroll Processing 
Veterans Day is Monday, November 11th. Banks and Paper Trails’ offices will be closed. Thanksgiving is Thursday, 
November 28th. Banks and Paper Trails’ offices will be closed. Further, Paper Trails will be closed on Friday, November 29th. 
Friday pay dates will not be impacted as the banks will be open on Friday. 
 
As a reminder, we require payrolls to be submitted no later than noon three business days before your pay date. Please 
submit your payroll early to ensure there is no delay in paying your employees. Please speak with your payroll processor to 
adjust this schedule.   
 

□ 
Prepare yourself for Affordable Care Act Annual Reporting 

If you and your associated businesses have more than 50 Full-Time Equivalent Employees, you will need to prepare and 
submit 1095-C forms to your employees. If you’re subject to these requirements, Paper Trails will reach out to you to start 
this process. 
 

□ 
Do you need an HR Check Up for the new year?  

Have you met Dawn Pahel, PHR, SHRM-CP, our new HR Consultant?! Dawn is available to help you review your handbooks, 
job descriptions, policies, manage hiring practices, handle terminations, be your on-call HR professional, and so much 
more! Learn more at papertrails.com and click “Our Services” > “HR Consulting” to learn more.  
 

□ 
Review the “Things I didn’t know I had access to” page on our website 

We’re more than just a pretty face and a friendly resource at the other end of the phone! We include so many benefits that 
you might not know you had access to. Visit papertrails.com and click “Resources” > “Learning Center” > “Things you have 
access to” to learn more.  
 

□ 
Stay Up to Date on Key Compliance Alerts & HR Tips – Follow Paper Trails on social media!  

Our team at Paper Trails posts regularly on social media. These posts are most often important compliance news, HR & 
payroll tips and industry information that will impact your business! Be sure to follow across all of our platforms to stay up 
to date! Sometimes, we even post a funny video or two          

         Follow @papertrailspayroll 

December To Do 

□ 

Process All Manual & Voided Checks 
Have you paid employees by manual checks outside of payroll? We’re happy to record those manual checks on payroll to 
ensure that all wages are legal. Please forward those over as soon as possible. Further, third party sick pay, personal use of 
an employer-provided vehicle, qualified moving expenses, club memberships and more must be reported on W2s. Please 
forward these to your payroll processor to be accurately recorded prior to December 13th. 
 

□ 
Submit all Bonus Payrolls  

In order to accommodate the high volume and special processing requests, end-of-year bonuses are due a minimum of 5 
business days prior to the bonus date. Example: Friday bonuses need to be submitted no later than Monday. Bonus payrolls 
will always be run as a separate payroll. When submitting bonuses, please let us know if you have special deduction, tax or 
direct deposit instructions. Bonus payrolls may require different funding requirements based upon the amount of the bonus 
run. Please know that we always process bonus runs after normally scheduled payrolls.  

 

□ 

Review 3rd Party Sick Pay 
Third-party sick pay is an insurance benefit often called short or long-term disability insurance. If an employee has used 
this benefit during the year, you will likely need to report taxes and wages through payroll.  
 
While these payments are not made through the employer, the taxes must be reported by the employer. Your disability 
insurance provider will send you quarterly statements. Please submit these to Paper Trails to be added to employee W-2s 
no later than December 13th.  
 

https://www.facebook.com/papertrailspayroll/
https://www.instagram.com/papertrailspayroll/
https://www.linkedin.com/company/paper-trails-payroll-&-bookkeeping/
https://www.youtube.com/channel/UCEUTunMMTeu2cowZdr_Phlg
https://www.tiktok.com/@papertrailspayroll


Page 3 of 12 

□ 

Report Fringe Benefits to Paper Trails 
A fringe benefit is any form of payment for performance of services. Generally, these are things like gift cards, employee 
gifts, personal use of a company car, gym memberships, etc. These are considered taxable wages and must be reported on 
an employee’s W-2. Please submit all fringe benefits to Paper Trails no later than December 13th.  
 

□ 

Submit all Fringe Benefits & W-2 Adjustments to Paper Trails 
Before Friday, December 13th, all W-2 adjustments must be submitted to Paper Trails for processing. W-2 adjustments are 
often non-cash contributions, but include the following items:  

• S-Corporation Shareholders’ Health Insurance Premiums and Mileage Reimbursements 
• Group term life paid on behalf of employees over $50,000 
• Third party sick pay 
• Personal use of a company vehicle 
• Non-cash payments like gift cards or other “fringe benefits” 

PLEASE – Check with your accountant to ensure accurate numbers and contact a member of the Paper Trails team if you 
have questions. We will be processing W2s on January 1. Because of heavy volume, any adjustments sent after 12/15 will 
require amended returns and will incur additional charges at $150 per hour.  
 

□ 

Submit NON-MAINE Unemployment Rate Change Notices to Paper Trails 
Each December, every state issues updated unemployment rates to every employer. If you have employees in states other 
than Maine, please forward these notices to your payroll processor via email as soon as you receive them to ensure that 
your first payrolls of the year are correct. Paper Trails now interfaces with the State of Maine to receive updated rates 
automatically, so we do not need Maine rate notices. If we do not receive your rate change for the coming year, this may 
result in additional tax, penalties and interest to the states for which you will be liable.  
 

□ 

Prepare for Christmas & New Year’s Payroll Processing 
Christmas Eve is Tuesday, December 24th and Christmas is Wednesday, December 25th. Banks and Paper Trails’ offices will 
close early at noon on Christmas Eve and be closed on Christmas Day. New Year’s Eve is on Tuesday, December 31st and 
New Year’s Day is Wednesday, January 1st. Banks and Paper Trails’ offices close early at noon on New Year’s Eve and will 
be closed on New Year’s Day.  
 
As a reminder, we require payrolls to be submitted no later than noon three business days before your pay date. Please 
submit your payroll early to ensure there is no delay in paying your employees. Please speak with your payroll processor to 
adjust this schedule.   

 

□ 

Process your Final Payroll of the Year 
Please carefully review your final payroll of the year. There are several items to review:  

• Employee names, addresses and social security numbers should be reviewed for accuracy. 
• Final benefit deductions, PTO pay outs, fringe benefits, etc should be reviewed for accuracy.  

Any adjustments or payrolls submitted after 12/31 will require us to prepare amendments and will incur a fee of $175/hour.  
 

□ 
Are you compliant with Maine’s Mandatory Retirement Law 

All Maine employers with 5 or more employees are now required to provide access to a retirement plan for their employees. 
This requirement can either be met via a company-sponsored plan like a SIMPLE IRA or 401(k) or through the state’s Roth 
IRA program, MERIT. For more information, please visit papertrails.com/retirement or mainesaves.org.  

 

□ 
Are your employees using the isolved Mobile App? 

isolved has released the new isolved People Cloud mobile app for employees. This is in addition to our current self-service 
portal at myhrstuff.com. Employees can access their pay stubs, change their direct deposit information, clock in and out, 
request time off (if enabled) and even retrieve their W2s all online without ever having to bother you! All you need to get 
started is each employee’s email address. Full instructions on how to enable access to the app for your employees is 
available at papertrails.com/self-service. If employees are having trouble logging in from the isolved app, helpful tips & 
tricks for password resets and more are located at papertrails.com/help. Contact your payroll processor if you have further 
questions or need help activating this feature. Download the app from the app store today!     
 

□ 
Subscribe to our “Small Business Big World” podcast 

Paper Trails produces a weekly podcast called Small Business Big World where we discuss all of the challenges, 
headaches, fun and excitement of running a small business. We’ve talked about everything from social media marketing to 
safety & security in your small business and even real-world DEI considerations. Subscribe today on your favorite podcast 
platform and don’t forget to rate & review us while you’re there! You can follow along on social media too. If you ever have 
questions for us or our guests, email podcast@papertrails.com.   

                                       Follow @smallbusinessbigworld 

http://www.papertrails.com/retirement
http://www.mainesaves.org/
https://www.papertrails.com/self-service/
http://www.papertrails.com/help
mailto:podcast@papertrails.com
https://www.facebook.com/papertrailspayroll/
https://www.instagram.com/papertrailspayroll/
https://www.youtube.com/channel/UCEUTunMMTeu2cowZdr_Phlg
https://www.tiktok.com/@papertrailspayroll
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January To Do 

□ 
Register for Maine Paid Family Leave Program 

All Maine employers must register for Maine’s new Paid Family Leave Program in early January! Registering for this 
program on the state’s website will be your responsibility. As soon as the state releases information on its portal, we will 
issue a separate communication with a checklist and specific instructions for you to complete.  
 
Beginning on January 1, we will begin deducting a 0.5% premium from your employees’ checks to pay into this program. If 
you have 15 or more employees, we will also collect 0.5% premium from you as the employer. 
 
More information is available at papertrails.com/pfml. 

 

□ 
Submit 1099s for Preparation 

Paper Trails is no longer preparing non-payroll 1099s for our clients. However, our friends at Mainely Bookkeepers have 
kindly taken over this service for us! Please submit 1099s for processing no later than January 24th to 
joanie@mainelybookkeepers.com.  

 

□ 

Review & Update Employee Deductions 
Update employee deductions in isolved for the coming year. These deductions are often associated with the following 
types of benefits:  

• Medical & Dental insurances 
• Retirement contributions 
• Uniforms or other voluntary deductions 

 

□ 

Review and Update 2025 Retirement Contributions 
Many employees or owners like to maximize pre-tax retirement benefits. Update employee deduction amounts to ensure 
the maximum contributions are made for the year. This year, with changes from the SECURE 2.0 Act, maximum 
contribution amounts have changed, and now allow extra catch-up contributions from ages 60-63.  
 

Age Range 401(k), 403(b) & 457 SIMPLE IRA 
< 50 years old $23,500 $16,500 
50-59 years old $31,000 $20,000 
60-63 years old $34,750 $21,750 
64+ years old $31,000 $20,000 

 
 

□ 
Review Salary Thresholds 

Federal DOL has increased the minimum salary threshold for exempt (salaried) employees. Starting January 1, 2025, the 
minimum salary threshold increases to $1,128/week ($58,656 annually). This is a weekly requirement, not annual salary 
amounts and do not include bonuses, commissions, etc. There are very few exceptions to this new ruling. Be sure your 
salaried/exempt employees are meeting the new wage thresholds with the first payroll in 2025. If your salaried employees 
do not meet these new wage thresholds, you MUST pay them overtime.  
 

□ 

Review State Minimum Wage Changes 
On January 1, Maine’s minimum wage will increase as part of the annual cost of living provision in the law. Maine’s new 
minimum wage is $14.65. Tipped minimum wage will be $7.33. This goes into effect with the first pay date in January, 
regardless of the pay period. We will keep an eye on your first payroll of the year to ensure any minimum wage employees 
are adjusted appropriately. If you have employees in other states, be sure you’re tracking the minimum wage requirements 
in each state where an employee works.  
 

□ 

Review Maine Earned Paid Leave & Vacation Pay Out Requirements 
Effective January 1, 2023, all businesses with more than 10 employees MUST pay out any un-used earned Vacation time 
with their last paycheck. This may have an impact on your vacation policy. You may want to consider switching from a “lump 
sum” policy to an accrual policy or change your policy to a PTO/Earned Paid Leave policy to limit your exposure.  
 
Further, all businesses with more than 10 employees MUST OFFER up to 40 hours of earned paid leave to employees. This is 
a friendly reminder to review your PTO policy to ensure it’s in compliance. Please visit our website at papertrails.com/blog to 
read up on this. We are happy to help you write a compliant policy and get this setup in isolved for easy tracking and 
compliance.  
 

http://www.papertrails.com/pfml
mailto:joanie@mainelybookkeepers.com
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□ 
There are 53 Wednesdays in 2025 

In the 2025 calendar year, there are 53 Wednesdays. If you have a Wednesday pay day, and you pay your exempt (salaried) 
employees based on an annual salary, you may want to consider adjusting their weekly or bi-weekly payroll amount to 
accommodate for a potential additional check. This may or may not apply to you, but we don’t want you to be caught flat-
footed at the end of 2025 and potentially overpay an exempt employee when you didn’t want to. Skipping a payroll for most 
employees is not very palatable.  
 

□ 
Are your Labor Law Posters Compliant? 

You must display both federal and state labor law posters prominently in your business for all employees to review AND in 
an easily accessible electronic location for remote employees. Paper Trails provides a Labor Law Poster service to ensure 
that you are always up to date with the most current and accurate labor law posters at all of your work locations. You can 
learn more about this service and sign up at papertrails.com > then click “Resources” > “Employee, Federal and State 
Forms > “Labor Law Posters.”   
 

□ 

Send W-2 and 1099 Forms to your Employees 
Our team will be working on January 1 to review and process quarterlies and year end. We will mail all W2s to you as the 
employer. It is your responsibility to distribute/mail W-2s & 1099s to your employees before January 31st. We generate 
the first W2 on paper; you and your employees may access duplicates on the isolved mobile app beginning on February 1st.  

 

□ 
Prepare & Send Affordable Care Act Annual Forms to Employees 

If you and your associated businesses have more than 50 Full-Time Equivalent Employees, you will need to prepare and 
submit 1095-C forms to your employees. If you’re subject to these requirements, Paper Trails will attempt to reach out to 
you to start this process.  

 

□ 
Sign up for our Monthly Webinars 

On the third Tuesday of each month at 2pm, Paper Trails hosts an educational, compliance or software webinar. These 
webinars are usually around 30 minutes long. Here is a summary of webinars scheduled for the end of 2024 and into 2025: 

• What you need to know for January 1: Maine PFML Implementation - December 17th  
• What’s in your handbook? 2025 Labor Laws Updates you need to know about – January 21st  
• Getting the Ferrari out of First Gear: isolved features you probably aren’t using – February 18th 
• How to Survive a Wage & Hour Audit – March 18th 
• Attracting, Hiring & Onboarding A+ Team Members – April 15th 
• Unconventional Employee Benefits – Think Outside the Box to Attract the Best Talent – May 20th  
• isolved Reporting 101 – June 17th  
• isolved Employee Management 101 – July 15th  
• Training your Team for High Performance – an Overview of Learning Management – August 19th  
• What’s in the file? HR & Employee Documents You Need – September 16th 
• Hiring & Managing Foreign Workers – October 21st  
• Year End Overview – November 19th  

Don’t forget to sign up for these webinars and more at papertrails.com/webinars.  
 

  

http://www.papertrails.com/
http://www.papertrails.com/resources/webinars
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2025 Holiday Schedule 

 

 

 

Wednesday, January 1, 2025 New Year’s Day   
Banks Closed / Paper Trails Closed 

Monday, January 20 Martin Luther King, Jr. Day 
Banks Closed / Paper Trails Closed 

Monday, February 17 President’s Day 
Banks Closed / Paper Trails Closed 

Monday, April 21 Patriot’s Day (Maine & Mass only) 
Banks Open / Paper Trails Open 

Monday, May 26 Memorial Day 
Banks Closed / Paper Trails Closed 

Thursday, June 19 Juneteenth National Independence Day 
Banks Closed / Paper Trails Closed 

Friday, July 4 Independence Day 
Banks Closed / Paper Trails Closed 

Monday, September 1 Labor Day 
Banks Closed / Paper Trails Closed 

Monday, October 13 Columbus Day 
Banks Closed / Paper Trails Closed 

Tuesday, November 11 Veterans Day  
Bank’s Closed / Paper Trails Closed 

Thursday, November 27 Thanksgiving Day 
Bank’s Closed / Paper Trails Closed 

Friday, November 28 Day After Thanksgiving 
Banks Open / Paper Trails Closed 

Wednesday, December 24 Christmas Eve  
Banks Open / Paper Trails Closing at Noon 

Thursday, December 25 Christmas Day  
Banks Closed / Paper Trails Closed 

Wednesday, December 31, 2026 New Year’s Eve  
Banks Open / Paper Trails Closing at Noon 

Thursday, January 1, 2026 New Year’s Day  
Banks Closed / Paper Trails Closed 

 

**Please contact your payroll processor to arrange for alternative submissions when holidays impact your 
payroll schedule.  
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Reminder of Policies & Procedures 

 

 
Paper Trails works every day to provide you with great products, services, and customer care. We continually invest in 
technology and our time serving your payroll & HR needs as your provider to allow you to spend more time focusing 
on your business. We continually strive for operating efficiency daily at Paper Trails. As a key component of our 
success, operating efficiencies provide timely and accurate results. We wanted to pass along a reminder of our 
deadlines & policies.  

• We will work with you to help you build the most efficient and accurate payroll process possible. We may use tools like 
spreadsheet imports, macro files or other integrations and calculations to ensure that processing your payroll is 
completed as easily and accurately as possible. We kindly ask that you work with us if we ask you to adjust your current 
process to better serve your and your employees’ needs.  

• All changes & requests must be submitted in writing via email. This is to ensure the best notification and verification of 
the request. As a reminder, please only submit sensitive data via our secure email platform, Barracuda, or our OneDrive 
secure folders.  

• We encourage you to use new employee onboarding in isolved to enable employees to set themselves up electronically 
or to use Quick Hire within isolved. Employee & direct deposit fraud is real. Use multi-factor authentication technology 
to ensure that only the employees are giving you forms.  

• Employees cannot be setup without social security numbers or addresses. These are required to ensure that there are no 
W2 penalties to your business.  

• Paper Trails does not make direct deposit changes on behalf of employees. We must all do our part to ensure that 
employee direct deposits are not sent to scammers. Fraudsters are using publicly available information like social media 
to target employers, HR staff and employees in an attempt to steal their direct deposits. The most secure way for an 
employee to change their direct deposit account is to do so themselves through our secure payroll system. Changing 
direct deposit accounts is very easy for employees to do through the isolved mobile app, www.myhrstuff.com or as an 
admin through isolved.  

• It is the responsibility of the employer to keep all personnel records (including W4s, I9s, etc) in your files. Paper Trails 
does not maintain these types of employee records on your behalf. By law, employers must maintain personnel records 
up to three years. 

• Pay rate changes require a written statement from you of the rate increase and when it is to take effect or pro-rated 
amount. We do not calculate the pro-rated amount for you. 

• To ensure timely pay dates and direct deposits, payroll must be submitted by 12:00pm three days prior to your 
scheduled pay date.  

• While we never want to nickel and dime our clients, the following additional fees may apply:  
o A $50 late charge will apply when payroll is not received by the deadline. Example: Friday pay date would require 

a Tuesday 12:00pm deadline.  
o Stop payment on checks off Paper Trails’ bank account will result in a $35 fee. 
o Company insufficient funds/bounced payrolls will be charged $250.00 for the first occurrence. A second offense 

will be billed at a rate of $500 and result in termination of direct deposit or a 5-day payroll lead time.  
o Employee direct deposit returns and credit backs are billed at $15/each while employee direct deposit change 

notifications are billed at $5/each. 
o Workers’ compensation audit reports start at $150 each. More complex reports may be billed at an hourly rate of 

$150/hour.  
o Amended tax returns are $175 per quarter.  
o Our hourly consulting rate is $175/hour. This may include payroll, HR, audit or other business consulting 

services agreed to as part of a contracted engagement letter. This may also include additional software or staff 
training that you request above and beyond normal implementation services.  

o No active payroll wages to report will be processed until notified in writing of company closure. Zero payroll runs 
are invoiced at the base payroll rate for each payroll.  

Thank you for your help as we always want to ensure the most efficient and accurate payroll process possible. If you 
have any questions about these policies, please feel free to reach out to your payroll processor.  
  

http://www.myhrstuff.com/
https://papertrails.myisolved.com/
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Maine’s Paid Family &
Medical Leave Program
How it will impact you

As of January 1st, 2025 Maine’s Paid Family & Medical
Leave (PFML) Program will go live.  This program is
intended to provide paid time off benefits to eligible
employees for certain qualifying medical events.

How will I be impacted starting on January 1st, 2025?
All employees earning wages in Maine must contribute a 0.5% payroll tax to fund
Maine’s PFML Program.  This means that starting January 1st, 2025, 0.5% of your
paycheck will be automatically deducted by your employer.

Do I have to pay into the PFML fund?
Yes.  If you earn wages in Maine, you must pay the 0.5% payroll tax.

How does this program benefit me?
Starting May 1st, 2026 you can take paid leave for certain qualifying events.

What are “qualifying” events?
There are numerous scenarios for which you can take paid leave including:

Bonding with a child during the first 12 months after childbirth or adoption.

Caring for a family member with a serious health condition.

Caring for a family member who is a covered service member.

Safe leave, otherwise known as sexual assault victim leave.

A qualifying exigency - “a need rising out of a covered individual’s family
member’s active duty service or impending notice of a call or order to active duty.”

How much will I receive when on leave?
During the approved leave period, employees will receive 90% of their wages for
income earned that is equal to or less than 50% of Maine’s average weekly wage.
For 2024, the average weekly wage is $1,144.

Any portion of an individual’s weekly wage that is more than 50% of the state’s
average weekly wage is replaced at 66% up to the maximum weekly benefit ($1,144
in 2024).

Check out this video from Maine Paid Family Leave 

https://www.youtube.com/watch?v=NYJdl-WQ_4k
https://www.youtube.com/watch?v=NYJdl-WQ_4k


Sarah’s average weekly wage is $1,000 ($52,000 divided by 52 weeks). 

Sarah’s weekly deduction from paycheck to pay into PFML fund is $5 per
week.  (0.5% of $1,000).

Calculate tier 1: 90% wage replacement on earnings up to 50% of
state average weekly wage (SAWW).

Calculate tier 2: 66% wage replacement on earnings exceeding
50% of SAWW.

Calculate total benefit

Sarah’s total weekly benefit for the next 6 weeks = $797.28 ($514.80+282.48).

Sarah’s remaining earnings are $428 ($1,000 - $572). 66% of $428 = $282.48

$1,144 (SAWW) x 50% = $572. 90% of $572 = $514.80

Example Calculation

Sarah is employed full-time and earns $52,000 a year. She needs to take 6 weeks
off to recover from surgery.

How long is my paid leave?
You can receive up to 12 weeks of paid time off each benefit year.

What else should I know?

You are eligible to take the paid leave immediately after starting employment.

You must provide employers with reasonable notice of your intent to take leave.

If you have worked for your employer for more than 120 consecutive days, you
must be able to return to the same or equivalent position once you return from
leave.  This same or equivalent position must have equal pay, benefits, and
other conditions of employment.

Visit maine.gov/paidleave

to learn more

https://www.maine.gov/paidleave/

