
AAON Employee Payroll Reference Sheet
When you have a question regarding your check, please start with your supervisor.  Since all pay starts with the hours entered, your supervisor is the one that would be able 
to resolve any questions about your hours worked.
Questions about bene�ts should be taken to HR.  Also, HR can help you if you need to make changes to a bene�t, direct deposit account or W-4.  All employee personnel 
�les are kept in HR.  
For deductions, garnishments, child support, HSA, W-2’s, etc., contact Payroll.
For information about paying o� a 401(k) loan, see below or contact Payroll.

We now have a dedicated payroll email for you to send any questions, comments or suggestions to:  payroll@aaon.com.  Payroll contacts include Terri Horn, Payroll Manager 
and Cathy Ross, Payroll Clerk. All payroll changes must be in turned into payroll o�ce by noon on Friday in order to be processed in the next week’s checks.

Forms for 401(k) distributions are available in HR and online at www.startright.bokf.com.  Please complete these forms and turn into HR for processing.  Be sure to pay 
attention to the instructions on the form.  As a reminder, here are some things to watch for to ensure your request gets approved:

E�ective January 1, 2016, the default deferral election for compensation from stock transactions is 0%.  If you wish to make a deferral on a stock transaction you must notify 
payroll within one week of the transaction via email at payroll@aaon.com.  The deferral will be made using the current deferral rate in the system at the time of processing.  
Payroll will respond providing you with the amount you must provide via check or money order.  If you choose to make a deferral, please return the check or money order for 
the amount of the 401k deferral to the payroll o�ce within two weeks of the transaction.  No deferrals will be accepted after the one week deadline if payroll has not been 
noti�ed.  

If you want to pay o� a 401(k) loan early, you �rst need to contact the bank and �nd out the current balance. You then have three options on making the payment.  You may 
bring in the loan payo� to us, we will make a copy of the payment and send it along with a letter giving the bank the information they need to process your payo�.  You also 
can mail the payment directly to the Bank of Oklahoma or you can drop it o� at the bank.

Please include your name, the plan name (AAON, Inc. Savings and Investment Plan), the last four digits of your social security number, and the loan number(s) you are paying 
o�.  Remember that partial loan payo�s will not be accepted by the bank.  Also, BOK will only accept a money order or cashier check.

Drop o� payments in an envelope marked 
Attn: Sharon Person CPS at the following address:

Bank of Oklahoma
6242 E 41st Street
Tulsa, OK 74135
(Located at the corner of 41st and Sheridan, behind Johnny Carino’s)

The address for mailing your payment to the bank is:

For questions about stock options or restricted stock contact Rebecca Thompson.  Any checks related to stock options or restricted stock can be turned into payroll.

401(k) Loan Payo�

Bank of Oklahoma
Client Plan Services
P.O. Box 22131
Tulsa, OK 74121-2131

401(k) Deferrals on Stock Options and Restricted Stock

Must be age 59 ½ 

E�ective January 1st, the Company’s HSA matching contributions is increased to 175%.  Be sure to review and update your contribution as needed.

E�ective January 1st, the Company’s 401(k) matching contribution will increase to 175%.  The Company will match 175% of your �rst 6% of pay.  Be sure to review 
and update your contribution as needed.  Changes must be done online at www.startright.bokf.com.

Visit the AAON Employee Portal to get access to online paystubs, commonly used forms and links to bene�ts providers.

The Company no longer allows for the selling and donating of time.  Be sure to get your time o� scheduled and take advantage of your vacation hours.

For medical expenses you must submit the statement from the doctor’s o�ce showing the amount owed and the insurance EOB (Explanation of Bene�ts).  The 
withdrawal can only be for the portion not covered by insurance.

For Hardship Withdraws

For In-service Withdraws

Foreclosure notices must be notarized.
Funeral and burial expenses cannot be for in-laws.  They expenses must relate to your parents, spouse or other quali�ed dependents.
If you have 401(k) loans available to you, you must use a loan for the expense.  Hardship withdrawals can only be processed if all other available funds have not been used.

Reminders

401(k) Distributions


