
Data Field to Fix Best Practices

Review all employee name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Best Practice is to pick one city spelling and use that consistently, 

avoiding multiple spellings.

Example: St. Louis

NOT: ST Louis, St Louis, St. Louis, Saint Louis.

Addresses – special characters

Addresses from the HR system are often shared with other systems or 

vendors (ex: benefits system or insurance carriers), so be careful of 

use of special characters such as periods, commas, pound signs and 

abbreviations as they may cause problems with those systems.    

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Phone Numbers

Fix invalid   or incomplete phone numbers. It is easiest to identify 

incomplete or invalid phone numbers by looking at a report, where it 

will be easy to spot if field data is a placeholder (ex: 555-555-5555) or is 

incomplete / missing a digit (ex: 123-456-789). Formatting of phone 

numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 

confirming formatting with your system vendor.

Mailing Address Completion
For compliance purposes and for mailing important documentation 

(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.

Email Address
If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.

Employee Data

Employee name fields including First 

Name, Middle Name and Last Name

Address lines (1 & 2; in Mailing and 

Street Address)

City names

Consistency with city names

Dependent Data



Data Field to Fix Best Practices

Review all employee name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Best Practice is to pick one city spelling and use that consistently, 

avoiding multiple spellings.

Example: St. Louis

NOT: ST Louis, St Louis, St. Louis, Saint Louis.

Addresses – special characters

Addresses from the HR system are often shared with other systems or 

vendors (ex: benefits system or insurance carriers), so be careful of 

use of special characters such as periods, commas, pound signs and 

abbreviations as they may cause problems with those systems.    

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Phone Numbers

Fix invalid   or incomplete phone numbers. It is easiest to identify 

incomplete or invalid phone numbers by looking at a report, where it 

will be easy to spot if field data is a placeholder (ex: 555-555-5555) or is 

incomplete / missing a digit (ex: 123-456-789). Formatting of phone 

numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 

confirming formatting with your system vendor.

Mailing Address Completion
For compliance purposes and for mailing important documentation 

(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.

Email Address
If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 
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Best Practice is to utilize Mixed Case and to spell out the full name of 
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is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.
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Address (Street 1 & 2) formatting

City names
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dependents are still eligible for the benefits for which the employee 

elected.
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months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 
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to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.
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should be a valid mailing address for all employees.
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indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
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it is critical to have this field completed.
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Confirm that Veteran statuses held at the employee level are still valid 
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Marital Status
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Sometimes the same dependent might be listed for different benefits, 
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what is actually just one person.

System configured to allow domestic 
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job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.
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numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 
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(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.
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If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.

Employee Data

Employee name fields including First 

Name, Middle Name and Last Name

Address lines (1 & 2; in Mailing and 

Street Address)

City names

Consistency with city names

Dependent Data



Data Field to Fix Best Practices

Review all employee name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Best Practice is to pick one city spelling and use that consistently, 

avoiding multiple spellings.

Example: St. Louis

NOT: ST Louis, St Louis, St. Louis, Saint Louis.

Addresses – special characters

Addresses from the HR system are often shared with other systems or 

vendors (ex: benefits system or insurance carriers), so be careful of 

use of special characters such as periods, commas, pound signs and 

abbreviations as they may cause problems with those systems.    

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Phone Numbers

Fix invalid   or incomplete phone numbers. It is easiest to identify 

incomplete or invalid phone numbers by looking at a report, where it 

will be easy to spot if field data is a placeholder (ex: 555-555-5555) or is 

incomplete / missing a digit (ex: 123-456-789). Formatting of phone 

numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 

confirming formatting with your system vendor.

Mailing Address Completion
For compliance purposes and for mailing important documentation 

(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.

Email Address
If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.

Employee Data

Employee name fields including First 

Name, Middle Name and Last Name

Address lines (1 & 2; in Mailing and 

Street Address)

City names

Consistency with city names

Dependent Data



Data Field to Fix Best Practices

Review all employee name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Best Practice is to pick one city spelling and use that consistently, 

avoiding multiple spellings.

Example: St. Louis

NOT: ST Louis, St Louis, St. Louis, Saint Louis.

Addresses – special characters

Addresses from the HR system are often shared with other systems or 

vendors (ex: benefits system or insurance carriers), so be careful of 

use of special characters such as periods, commas, pound signs and 

abbreviations as they may cause problems with those systems.    

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Phone Numbers

Fix invalid   or incomplete phone numbers. It is easiest to identify 

incomplete or invalid phone numbers by looking at a report, where it 

will be easy to spot if field data is a placeholder (ex: 555-555-5555) or is 

incomplete / missing a digit (ex: 123-456-789). Formatting of phone 

numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 

confirming formatting with your system vendor.

Mailing Address Completion
For compliance purposes and for mailing important documentation 

(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.

Email Address
If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.

Employee Data

Employee name fields including First 

Name, Middle Name and Last Name

Address lines (1 & 2; in Mailing and 

Street Address)

City names

Consistency with city names

Dependent Data



Data Field to Fix Best Practices

Review all employee name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Best Practice is to pick one city spelling and use that consistently, 

avoiding multiple spellings.

Example: St. Louis

NOT: ST Louis, St Louis, St. Louis, Saint Louis.

Addresses – special characters

Addresses from the HR system are often shared with other systems or 

vendors (ex: benefits system or insurance carriers), so be careful of 

use of special characters such as periods, commas, pound signs and 

abbreviations as they may cause problems with those systems.    

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Phone Numbers

Fix invalid   or incomplete phone numbers. It is easiest to identify 

incomplete or invalid phone numbers by looking at a report, where it 

will be easy to spot if field data is a placeholder (ex: 555-555-5555) or is 

incomplete / missing a digit (ex: 123-456-789). Formatting of phone 

numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 

confirming formatting with your system vendor.

Mailing Address Completion
For compliance purposes and for mailing important documentation 

(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.

Email Address
If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.

Employee Data

Employee name fields including First 

Name, Middle Name and Last Name

Address lines (1 & 2; in Mailing and 

Street Address)

City names

Consistency with city names

Dependent Data



Data Field to Fix Best Practices

Review all employee name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Best Practice is to pick one city spelling and use that consistently, 

avoiding multiple spellings.

Example: St. Louis

NOT: ST Louis, St Louis, St. Louis, Saint Louis.

Addresses – special characters

Addresses from the HR system are often shared with other systems or 

vendors (ex: benefits system or insurance carriers), so be careful of 

use of special characters such as periods, commas, pound signs and 

abbreviations as they may cause problems with those systems.    

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Phone Numbers

Fix invalid   or incomplete phone numbers. It is easiest to identify 

incomplete or invalid phone numbers by looking at a report, where it 

will be easy to spot if field data is a placeholder (ex: 555-555-5555) or is 

incomplete / missing a digit (ex: 123-456-789). Formatting of phone 

numbers, for example, whether to use hyphens in between sections 

or parentheses around area codes is typically determined by the 

parameters of the individual benefits system. We recommend 

confirming formatting with your system vendor.

Mailing Address Completion
For compliance purposes and for mailing important documentation 

(such as W-2s or benefits paperwork / cards) a complete, valid, and up-

to-date mailing address should be on file for all employees. There 

should be a valid mailing address for all employees.

Email Address
If available, each employee should have a valid email address on file.  

Most systems use email address for confirmations of changes or 

messages from their Benefits, HR or Payroll teams.    Having data in this 

field will ensure that employees receive these important 

notifications, and if the employee has more than one email address 

(ex: a personal email address and a work email address) it is helpful to 

indicate which address should be the primary email address for 

electronic communications.

Equal Employment Opportunity (EEO) 

code
Confirm that all employee records have an EEO code. Most HR systems 

and many other systems (such as Benefits) require a valid race or EEO 

Code.  If your company or HR system uses Affirmative Action reporting, 

it is critical to have this field completed.

Employee Veteran status   
Confirm that Veteran statuses held at the employee level are still valid 

and that all codes or abbreviations are consistent. If your system or 

company uses Affirmative Action reporting, this field is important.   

Marital Status
If Marital Status is tracked and will be shared, please validate validity 

and if it is up to date.  Many HCM systems may utilize data in this field 

as a cross check for benefits or withholding.  

Review all dependent name fields including First, Middle and Last 

names. Best Practice is to utilize Mixed Case where the first letter of 

each part of the name is uppercase, and the following letters are 

lowercase.

Example: James Marshall Hendrix

NOT: JANIS lyn Joplin

Duplicate dependents 
Sometimes the same dependent might be listed for different benefits, 

such as medical and dental, with a slightly different spelling of that 

dependent’s name. Clean up these records so that dependent name 

spelling is consistent, to avoid mistaking multiple dependents for 

what is actually just one person.

System configured to allow domestic 

partners or child of domestic partner 

as dependents

If your system should be configured to allow domestic partners or 

child(ren) of domestic partners as benefits dependents, make sure 

that this is set up and the dependent data is complete and correct.

Delete invalid or expired codes   

Review and clean up existing codes. Best practice is to load only 

current  codes needed to support the new system and the most current 

row from the old system, since most HCM Systems only load “top of 

stack ”  data. However, if the conversion to the new system entails a 

historical data conversion to maintain history, some expired codes will 

be needed to ensure that historical data is able to be migrated.

Duplicate jobs or positions
Review existing job and position codes and delete any duplicate 

records. This will streamline loading and validating system tables later 

in your implementation project.  

Special characters in job codes or 

position names
Eliminate any special characters in job codes or position names, such 

as #, brackets or parentheses, multiple hyphens and extra spaces, as 

these may have negative downstream impacts.   

Workers Compensation and EEO-1 

Codes 
It is important to audit to make sure these EEO-1 or Worker’s 

Compensation codes attached to each job code are still valid and are 

properly classified. Pre-implementation is a logical time to audit this.

Duplicate location names / 

differentiation 
You may find duplicate location codes exist due to acquisitions that 

have occurred or due to legacy system requirements. Remove any 

duplicates to make it easier on yourself when you need to load and 

validate system tables in your implementation. If there are similar 

location names, be sure to include enough information so that it is 

easily allows for differentiation.   

Special characters in location tables Follow the same process as you would adjusting special characters in 

job or position code tables to avoid any unintended downstream 

impacts. 

Best Practice is to utilize Mixed Case

Example: 4300 Second Avenue

NOT: 1600 PENNSYLVANIA avenue

Best Practice is to utilize Mixed Case and to spell out the full name of 

the city.  

Example: Thousand Oaks California or Los Angeles

NOT: WESTLAKE VILLAGE, simi valley, LA or N.Y.C.

Zip/Postal Code completion and 

formatting
All US zip codes should be 5 numerical characters (91384) or 10 

characters separated by a hyphen (ex: 91384-4774) for US zip codes   . All 

Canadian postal codes should have six characters and be in the format 

A1A 1A1 where A is a letter and 1 is a digit. All letters should be 

capitalized, and there should be a space between the third and fourth 

characters in a Canadian postal code. 

Dependent age / eligibility

For Medical, Dental, Vision and Supplemental Child Life & AD&D Plans, 

remove employee dependents who are over the maximum coverage 

  eligibility age. It is important to always verify this with your carriers as 

this can vary, but medical dependents typically age out at 26 while 

dental dependents and those with supplemental life insurance 

typically age out when the dependent is 23 or is not a student.

Ensure contact information is on file 

and that contact information is current
The worst time to find out that emergency contact data in your system 

is incomplete is when an employee is having an emergency. Audit to 

make sure that every employee has provided a name of, and contact 

information for, an emergency contact. Ensure that contact’s 

information is current on a regular basis.

Follow same rules as Employee level data

Address (Street 1 & 2) formatting

City names

Benefits
Benefits plan type matches enrollment 

data 

If an employee has elected a benefits plan type other than Employee 

Only, such as a family plan, ensure that there are dependent records 

attached to that plan enrollment. Since most benefits plans have 

maximum age limits for child dependents, verify that child 

dependents are still eligible for the benefits for which the employee 

elected.

Emergency Contacts

Dependent name fields including First 

Name, Middle Name, and Last Name. 

Social Security Number (SSN) or Social 

ID Number for each dependent. 
Most Benefits systems and carriers want a valid SSN no later than six 

months after the birth of a child.  Numbers with all the same values, 

such as 222-22-2222 or 999-99-9999 which are often used as 

placeholders, are suspect. Your system may not accept a code if it does 

not meet the standards. Talk to your benefit system vendor and 

carriers to confirm the best default option to use prior to receiving an 

actual SSN for dependents.

Job or Position Code Table

Location Table
Invalid or expired locations

Expired location codes (ex: location code for a branch that was sold, or 

an office which has moved to a different location) or invalid codes 

should be cleaned up prior to your system implementation. However, 

if the conversion to the new system entails a historical data conversion 

to maintain history, some expired codes will be needed to ensure that 

historical data is able to be migrated.

Employee Data

Employee name fields including First 

Name, Middle Name and Last Name

Address lines (1 & 2; in Mailing and 

Street Address)

City names

Consistency with city names

Dependent Data


