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Procedure 1: Adding a Non -Trade Vendor

1 Non-trade vendors are not shared with any other agencies.

After accessing the Accounts Payable module:

1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen.

2. Type the non -trade paying entity (XXPN) in the pPAY ENTITY field.
1 Your agency and OSC determines the non-trade paying entity code.

3. Typethevendor 6 s f e d e poréhk sodiaDsecaritymlmnber inthe VENDOR NO
field. (Do not type the hyphens.)

4. Typethevendor 6 s ¢ rindhe proUprdidldt ifeapplicable.

5. Typethev e nd o r 6 dn the aemmoR NAME field.

6. Type D in the VENDOR TYPE field to indicate that this is a direct vendor.

7. Type the vendor name in the sHORT NAME field. (Do not type any spaces between the
names.)

1 For an individual, type the last name followed by the first name.

8. Typethevendor 6 s p h oimthe PrROMEibIG r
9. Typethevendor 6 s st rirtieetabps and 2 field &f the REMIT TO section.
10. Typethev e nd or 6 #the $14are c®DE field.

1 If this address is located outside the US, leave this field blank.
11. Type Y in the vAL field for US addresses.

1 For foreign addresses, type an N.
12. Type thev e n d o r arstheaoprk YNE 3 field of the REMIT TO section.

1 If the address is located outside the US, type the city name, province (if applicable)
and nation in the AbDR LINE 3 field of the REMIT TO section.

13. Typethevendor 6s (ziimpclcwodlieng t he pAspALcosefidldd zi p)
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14. Type acontactname at t he vendor 6conearfirgfdany i n t he

15. Press ENTER to add this vendor to your non-trade paying entity and to clear the
screen.

16. Type G in the REQUEST field and press ENTER to display the vendor record.

17. Type VGN in the NEXT FUNCTION field and press ENTER to access the Vendor General
Information (VGN) screen.

18. Type the vendor 6 s bus cameesRscobedildigidact er i st i

You can locate the corresponding Category Codes on the
Description Table (DTL) screen.

T Type DTL in the NExT FUNCTION field and press ENTER
to access the Description Table (DTL) screen.

1 Type your paying entity (XXPN) in the enTITY field.

T Type PAY in the enTITY TYPE field and press
ENTER.

T Once you have located the appropriate code, access

the VGN screen to add the code.
0 An example of an often used Category Code is TAX.
Thiscodeisusedtodes cr i be a A T aProfitEx e
Vendor . 0

An abbreviated list of the most used Category Codes can be found
in QRG 2: Post Office and Incorporated Cities and Towns

19. Type the remit-to county code in the CATEGORY CODE 5 field.

1 Type 999 in the caTETORY CODE 5 field to indicate that a vendor is an out-of-
state vendor.

If you know the city in the remit-to address on the VSU screen, you
can identify the county code using QRG 2: Post Office and
Incorporated Cities and Towns.

If you know the county name, you can find the corresponding code
on the Description Table (DTL) screen.

Once you have located the appropriate code, access the VGN
screen to add the code.
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20.

21.

22.

23.

24,

Typet o d ay 0 m thelvanb oD field to track the date of the addition of the vendor
to the system.

Press ENTER to process the VGN screen.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VPN in the NExT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

Typet he vendor 6s tax i de nihthefTAxcoaumBsee field toadab e r
the tax ID number.

1 Ifthereis no TIN in this field and this vendor has a 1099 transaction, an
Automatic 30% is withheld from that transaction.

25. Press ENTER to add the vendor as a non-trade vendor.
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Procedure 2: Entering a Control Group

1 Make sure you have received a completed Control Group Header sheet.

After accessing the Accounts Payable module:

1.

Type CDE in the NExT FUNCTION field and press ENTER to access the Control Document
Entry(CDE) screen.

Type your paying entity (XXPT) in the pPAY ENTITY field.

Type the control group num ber in the coNTROL NUMBER field. This number corresponds
to the control group number on the Control Group Header sheet.

Type the control group total amount  in the cNTL AMT field. This field reflects the total of
all invoices in the control group.

Type your first and last initials  in the APPL AREA field.

Type a valid entry method for matching entry in the ENTRY METHOD field. The following
are valid entry types:

D = direct entry
M = matching entry
E = employee reimbursement entry

Press ENTER to process the control header information and to access the Invoice Matching
(IMP) screen. The following screens apply:

D accesses the Invoice Worksheet 1 (IWS-1T) screen
M accesses the Invoice Matching (IMP) screen
E accesses the Employee Worksheet 1 (EWS-1T) screen
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Procedure 3: Entering Direct Invoices

1

Make sure you have received a completed Control Group Header sheet.

After completing the  Control Document Entry (CDE)  screen and accessing the  Invoice
Worksheet 1 (IWS -1T) screen:

1.

2.

10.

11.

Type the invoice number in the INvOICE NUMBER field.

Type the invoice date in the DATE field. This date is used to determine the payment due
date based on the payment terms code.

Type the vendor short name@ in the VENDOR SHORT NM field and press ENTER.

1 If you access the Vendor Setup (VSL) screen, choose the appropriate vendor.
Type R in the AcTIVITY field and press ENTER to return to the IWS-1T
screen.

If any messages display, read the messages and press ENTER to override the messages
and continue entering the invoice.

Verify that the appropriate payment terms have defaulted into the TERMS coODE field.
Update this field if necessary.

1 You can access the Payment Terms Code List (PTL) screen to obtain
a List of payment terms and their corresponding codes. Type BACK
in the NEXT FUNCTION field and press ENTER to return to the
IWS-1T screen.

To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing ENTER (or enter the message
directly on the IWS-1T screen and press ENTER. Then skip to Step 10.)

Type your paying entity (XXPT) in the PAY ENTITY field and press ENTER to review the
remit message.

Once you have found the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press ENTER to return to the IWS-IT screen.

Type the three -character code that corresponds to the message in the first REMIT MSG
field.

At the 0001 line, type the first line total amount  in the AMOUNT/PERCENT field to
indicate the amount of the first line of the invoice.

Type your company number in the co field.
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12.

13.

14.

15.

16.

17.

18.

109.

20.

Type the account number in the AccounT field.

Type the center number in the CENTER field.

1 If there is only one line of expense, proceed to the next step. If there is
more than one line of expense, repeat Steps 10 through 13 and then
proceed with Step 14.

If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.

Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List
(TNL) screen.

Press ENTER to view the 1099 codes. Scroll down to find the correct 1099 code to
process the invoice line.

Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice
Worksheet 1 (IWS-IT) screen.

Type the 1099 code over the NO in the 99 field of the invoice line.

Type the total invoice amount in the GROSS AMOUNT field.

Type NEXT or N in the REQUEST field and press ENTER to balance the document.
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Procedure 4: Entering Invoice Header Information for

Matching Invoices

After completing the  Control Document Entry (CDE) screen and accessing the Invoice
Matching (IMP) screen:

1.

2.

10.

11.

Type the invoice number in the INVOICE NUMBER field.

Type the invoice date in the DATE field.

Type part of a vendor name@ in the VENDOR SHORT NAME field. (If you know the vendor
number, type the vendor and group number in the VENDOR NUMBER field and press
ENTER to return the vendor number and address to the IMP screen. Then, skip to
step 8).

Press ENTER to return the vendor number and address to the IMP screen.

1 If the short name is unique to a vendor the vendor name and address is returned
to the IMP screen. In this case, skip to Step 8.

1 Ifthe short name is not unique to a vendor name and address, the Vendor Short

Name List (VSL) screen is displayed with a list of all the vendors that match the
specified short name.

Type B in the ADDRESS TYPE field to display both the order-from and the remit-to
address.

Press ENTER to scroll through the list until you find the required vendor.

Type R in the acTiviTy field for the required vendor and press ENTER to return the
vendor number and address to the IMP screen.

To verify that the correct vendor name and address have been returned to the IMP
screen, type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to
Vendor Setup (VRS) screen. The VRS screen displays detailed information about the
vendor.

Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice Matching
(IMP) screen.

Type the buying entity (XXBG) in the po BuY ENTITY field.

Type the purchase order nu mber in the PO NUMBER field and press ENTER to
process the entered information.
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12. If a PO is not referenced, type F in the REQUEST field and press ENTER to access
the PO Finder (POF) screen. The POF screen lists open purchase orders by vendor
within a buying entity.

13. View the listed purchase orders and choose the corresponding purchase order.

14. Type S in the SEL field next to the required PO and press ENTER to access the
Invoice Matching (IMP) screen. The purchase order information defaults from the
POF screen.

15. Verify that the payment terms that defaulted into the TERMS CODE field are correct.
Change the terms code to match the terms indicated on the invoice, if

necessary.

16. Type the total amount of the invoice  in the GROSS AMOUNT field.

17. Press ENTER to process the information and to access the Invoice Line Audit (ILA)
screen.
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Procedure 5: Entering Invoice Line Information for Matching
Invoices

After accessing the Invoice Line Audit (ILA) screen:
1. Verify that the correct accounting distribution is being used.

2. Compare the value in the uorp field to the unit of measure used on the invoice (UOI).
1 If the UOP and the UOI are the same, skip to Step 4.

1 Ifthe UOP and the UQOI are not the same, convert the UOP to the UOI, using either
Step 3a or Step 3b.

3. Type the Unit of Invoice (UOI) in the uor field if:

1 UOI is defined on the Units of Measure List (UML) screen and

1 the system-calculated conversion factor equals the true numerical
relationship between the UOP and the UOI.

OR

Type the manual ly calculated conversion factor  in the coNnv FACTOR field if either of the two
conditions in Step 3 are not satisfied.

4, Compare the PO line quantity in the QUANTITY field to the invoice quantity.
9 If they are the same, skip to Step 5.
1 If the values are not the same, type the invoice quantity in the QUANTITY field.
1 If the invoice quantity is a fraction, convert the UOI to a unit of measure that
permits the quantity to be a whole number. Use any option in Step 3 that
applies to change the UOI.

5. Compare the PO line amount in the AMOUNT field to the invoice amount. If the values
are the same, skip to Step 6.

1 If the values are not the same, type the invoice amount in the AMOUNT field.

6. Type A in the REQUEST field to tag a line.

1 Each sequence letter (A, B, C) corresponds to a specific line on the purchase

order. To indicate each line that is to be paid, you must tag the line. To tag a line,
type the sequence letter in the REQUEST field and press ENTER. If all lines are
to be paid, type S in the REQUEST field and press ENTER.

7. Press ENTER to process the information.
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8. If the invoice is a 1099 transaction, type 3 in the REQUEST field and press ENTER to
access the Invoice Worksheet (IWS-IT) screen. (If the invoice is not a 1099
transaction, go to Step 13.)

9. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List
(TNL) screen.

10. Press ENTER to scroll down the possible 1099 codes until the correct code is found.

11. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice
Worksheet (IWS-IT) screen.

12. Type the correct 1099 code over the NO in the 99 field to categorize the payment on the
1099 form.

13. Type N or NEXT in the REQUEST field and press ENTER to complete the invoice
entry. A blank Invoice Matching (IMP) screen is displayed.
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Procedure 6: Entering Zero -Dollar Invoices

NOTE: Make sure that you have completed a Control Group Header sheet.

After entering a zero -dollar control group header:

10.

Type the invoice number in the INvVOICE NUMBER field.

Type the invo ice date in the DATE field. This date is used to determine the payment
due date based on the payment terms code.

Type the vendor short name@ in the VENDOR SHORT NM field and press ENTER.

1 If you access the Vendor Setup (VSL) screen, choose the appropriate vendor.
Type R in the AcTiviTy field and press ENTER to return to the VSL screen.

If any messages display, read the messages and press ENTER to override them and
continue entering the invoice.

At the 0001 line, type the first line total amount  in the AMOUNT/PERCENT field to
indicate the total amount of payments to the vendor for the specified 1099 code.

1 A description is not necessary for 1099 zero-dollar invoices. However, if you would

like to use a description, the OSC suggests you use Load 1099 zero-dollar
invoices.

Type the correct 1099 code in the 99 field.

At the 0002 line, type the reverse (negative) of the amount entered on line 0001.

1 If the vendor has payments under more than one 1099 code, enter the total for

each 1099 code on a separate invoice line. The last invoice line should be the
reverse (negative) of all of the amounts entered for that vendor.

Type 0.00 in the GROSS AMOUNT field.

Type NEXT or N in the REQUEST field to balance the document.

Continue entering documents or type BAL in the REQUEST field and press ENTER to
balance the control group. A blank Control Document Entry (CDE) screen is displayed.
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Procedure 7: Changing a Document

After accessing the Accounts Payable Module:

1.

Type DEM in the NEXT FUNCITON field and press ENTER to access the Document Entry
(DEM) screen.

Type IMW in the NEXT FUNCITON field to access the Invoice Maintenance Worksheet 1
(IMW-1T) screen and press ENTER.

Type your trade paying entity (XXPT) in the pAY ENTITY field.
Type the invoice number in the INVOICE NBR field.

Type the vendor number in the VENDOR NUMBER field.

Press ENTER to access the document information.

Type the correct information  over the incorrect information in any of the unprotected
fields.

Type N or NEXT in the REQUEST field to process the change and press ENTER to
access a blank IMW-1T screen.
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Procedure 8: Designating a Non -Trade 1099 Vendor

After accessing the Accounts  Payable module:

1.

Type TNL in the NexT FUNCTION field and press ENTER to access the 1099 Codes List
(TNL) screen.

Press ENTER to view the 1099 codes. Scroll down the list until you find the correct
1099 code for the vendor. (For example, M7 identifies the vendor as a miscellaneous
non-employee compensation vendor.)

Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

Type the non-trade paying entity (XXPT) in the PAY ENTITY field.

Typethev end or 6 slame®@ o the sHORT NAME field.

Typethevendor 6s soci al osfederal IDinumper rinithe bar b NUMBER
field.
Type the valid 1099 code in the 1099 copk field. You could also type NO in this field.

1 Typing NO in the 1099 coDE field alerts the AP clerk of possible 1099 transactions.
I't is then the clerkds responsibility
transactions.

Press ENTER to process the information.
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Procedure 9: Recording Zero -Dollar Manual Checks

After accessing the Accounts Payable module:

1. Type MPE in the NEXT FUNCTION field and press ENTER to access the Manual Payment
Entry (MPE) screen.

2. Type ZRO in the BANK ACCT PAY CODE field.

3. Type the manual check number in the PYMT REF NBR field.

4, Type 0.00 in the PAYMENT AMOUNT field.

5. Type the date of the manual check in the PAYMENT DATE field.

6. Type the paying entity in the PAY ENTITY field to indicate the paying entity of the vendor or
employee.

7. Type the vendor short name@ in the SHORT NAME field to identify the vendor.

8. Press ENTER to access the Vendor Short Name (VSL) screen.

9. Type R in the AcTivITY field and press ENTER to return to the Manual Payment Entry

(MPE) screen.

10. Type S in the NET AMOUNT field to identify that the net amount of the document was
paid.

11. Type N or NEXT in the REQUEST field and press ENTER to process the
information and access a blank MPE screen.
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Procedure 10: Filing and Correcting 1099 Returns i Paper
Correct ions (after the magnetic tape has been generated)

Choose the type of error that needs to be corrected.

ERROR1 No payee TIN (SSN or EIN) or Incorrect TIN, or incorrect name and address. This
requires two separate transactions to make the correction properly.

Transaction 1 i Ildentify the incorrect return being submitted.
1 Form 1096

1 Prepare a new transmittal Form 1096. This Form 1096 is used to transmit your cor-
rected returns.

9  This Form 1096 is used to transmit your corrected returns. Therefore, complete Form
1096 showing your correct name, address, and TIN, and in other boxes enter only
information about corrected returns. For example, enter in box 3 of Form 1096 only
the number of corrected returns being submitted.

2. Form 1099

Prepare new Forms 1098, 1099, 5498, or W-2G.

Enter an X in the CORRECTED box at the top of the forms.

Enter the payer, recipient, and account number information  exactly as it
appears on the original returns; however, enter O (zero) for all money amounts.
File Form 1096 and Copies A of the returns with the appropriate service center. Do
not include copies of the original returns that were filed incorrectly.

T
)l
T
T

Transaction 2 1 Report correct information

1 Form 1096

T Prepare a new Form 1096.

1 EnterthewordsfiFi | ed t o Cor r e/cotr Tal d\at thehsdmenargim d
of the form. Provide all requested information on the form as it applies to the returns
being prepared.

2. Form 1099

Prepare new Forms 1098, 1099, 5498, or W-2G.

Donotent er an AX6 i n the A COPRRE Subibitihe nely o x
returns as though they were the originals.

Include all correct information on the return including correct TIN.

File Form 1096 and Copies A of the returns with the appropriate service center. You
must not use the same Form 1096 used in Transaction 1.

Do not include copies of the original returns that were filed incorrectly.

= = =4 = =4
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ERROR 2 Incorrect Money Amounts
1 Form 1096

1 Prepare a new transmittal Form 1096 (Using the instructions in Error 1, Transaction 1
above.)

2 Form 1099

1 Prepare a new information return.

T EnterXoamniithe ACORRECTEDO box at t he
1 Enter the payer, recipient, and account number information  exactly as it
appears on the original returns; however, enter all correct money amounts in the
correct boxes as they should have appeared on the original returns and enter the

r eci p cogacttaddeess .

File Form 1096 and Copies A of the returns with the appropriate service center.
Do not include copies of the original returns that were filed incorrectly.

= =4

ERROR 3 Original Return was filed using the WRONG type of return. For example, a
Form 1099-DIV was filed when a Form 1099-INT should have been filed. This
type of error requires two separate transactions to correct.

Transaction 1 T Identify incorrect return being submitted.

1 Form 1096
1 Follow the instructions under Error 1.

2 Form 1099

1 Follow the instructions under Error 1, using the same type of form that was used ini-
tially.

Transaction 2 i Report correct information on the correct type of return.
1 Form 1096

1 Follow the instructions under Error 1, Transaction 2-1 except enter the words Filed to
Correct Document Type in the bottom margin of Form 1096.

2 Form 1099

1 Follow the instructions under Error 1, Transaction 2, using the proper type of
form.
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Procedure 11: Comparing Your CP2100 Report to the VRS
Screen

After accessing the Accounts Payable module:

1. Type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to Vendor
Setup (VRS) screen.

2. Type the nine -digit account number  from the CP2100 report in the VENDOR NUMBER
field.
3. Type the letter at the end of the account number , if applicable, from the CP2100

report in the GRoupP NUMBER field and press ENTER to access the information on this
account number.

1 Note: If you cannot find the vendor under the account number, you can use the

VSLscreen to inquire on the vendoro6s name
4. Compare the information on the VRS screen with the information provided from the
IRS on the CP2100 report.

If the name and/or TIN on the VRS screen does not match the information on the CP2100
report:

5. Take no further action.

If the name and TIN on the VRS screen matches the information on the CP2100 report, do
one of the following:

6. If this is the first time in the last three years that this vendor has appeared on the CP2100
report, refer to Procedure 12: Sending and Receiving First B Notices

7. If this is the second time in the last three years that this vendor has appeared on the
CP2100 report with the exact same name and TIN, refer to Procedur e 13: Sending and
Receiving Second B Notices
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Procedure 12: Sending and Receiving First B Notices

If this is the first time the name and TIN appear on the CP2100 report:

Sending First B Notices

1 Send the first B notice, a copy of Form W-9, and an optional reply envelope to the vendor
within 15 business days from the date of the CP2100 notice or the date you received it
(whichever is later). Date the B notice no later than 30 business days from the date of the
CP2100 notice or the date you received it (whichever is later). The outer envelope
must be clearly marked IMPORTANT TAX INFORMATION ENCLOSED or IMPORTANT
TAX RETURN DOCUMENT ENCLOSED.

1 Note: Once the IRS has informed you that the TIN of the vendor does not match,

a telephone call is not sufficient documentation. You must send out the first B
notice and receive a certified W-9.

Receiving First B Notices

2 After receiving the Form W-9, complete one of the following steps:

a) Ifthe vendor is a trade vendor, refer to Procedure 14: Requesting OSC to Make
Changes to Trade Vendors .

o If you receive a Form W-9, the vendor is a trade vendor and there are no

changes to that vendoro6s i nf ofaengi on

with a copy of the first B notice to the OSC Support Services Center.

b) If the vendor is a non-trade vendor, refer to Procedure 15: Making Name Only
Changes to Non -Trade Vendors or Procedure 16: Making Taxpayer ID Number
(TIN) Changes to Non -Trade Vendors .

d Be sure to keep the Form W-9 for your records.

3. If you do not receive a Form W-9 by the date on the first B notice, you must start backup
withholding on this vendor. Refer to Procedure 17: Requesting OSC to Start Withhold -
ing on Trade Vendors for trade vendors or to Procedu re 18: Starting Backup With -
holding on Non -Trade Vendors for non-trade vendors.
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Procedure 13: Sending and Receiving Second B Notices

If this is the second time within three years that this exact sa me name and TIN appears
on the CP2100 report:

Sending Second B Notices

1 Send the second B notice and an optional reply envelope to the vendor within 15 busi-

ness days from the date of the CP2100 notice or the date you received it (whichever is
later). Date the second B notice no later than 30 business days from the date of the
CP2100 notice or the date you received it (whichever is later). The outer envelope
must be clearly marked IMPORTANT TAX INFORMATION ENCLOSED or IMPORTANT
TAX RETURN DOCUMENT ENCLOSED. Do not send a Form W-9.

2. The vendor must contact either the Social Security Administration (SSA) to have a social

security number validated or the Internal Revenue Service (IRS) to validate an employee
identification number (EIN).

Receiving Second B Notices

3 After receiving either the SSA Form 7028, Notice to Third Party of Social Security

Assignment from the SSA or a copy of IRS Letter 147C from the vendor, complete one of
the following steps:

a) If a trade vendor, refer to Procedure 14: Requestin g OSC to Make Changes to
Trade Vendors .

0 If you receive either a SSA Form 7028 or IRS Letter 147C, the vendor is a
trade vendor and there are no changes to
fax or mail the SSA Form 7028 or IRS Letter 147C along with a copy of the
second B notice to the OSC Support Services Center.

b) If a non-trade vendor, refer to Procedure 15: Making Name Only Changes to
Non-Trade Vendors or Procedure 16: Making Taxpayer ID Number (TIN)
Changes to Non -Trade Vendors .

4. Be sure to keep either the SSA Form 7028 or the IRS Letter 147C for your records. If you
do not receive either a SSA Form 7028 or a copy of IRS Letter 147C by the date on the
second B notice, you must start backup withholding on this vendor. Refer to
Procedure 17: Requesting the OSC to Start Withholding on Trade Vendors for

trade vendors or to Procedure 18: Starting Backup Withhold on Non  -Trade Vendors
for non-trade vendors.
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Procedure 14: Requesting the OSC to Make Changes to

Trade Vendors

After receiving the Form W -9, SSA Form 7028 or IRS Letter 147C, access the Accounts
Payable module:

1.

10.

11.

12.

Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short
Name Lookup (VSL) screen.

Type your trade paying entity (XX PT) in the pAY ENTITY field.

Type part of the vendor name followed by the @ symbol in the sHORT NAME field and
press ENTER to view the VSL screen.

Type B in the ADDRESS TYPE field and press ENTER to display both the order-from
and remit-to addresses.

Type VSU in the AcTiviTy column of the requested vendor and press ENTER to access
the Vendor Setup (VSU) screen.

Type CHGE over your paying entity in the pAY ENTITY field to indicate a change to the
file.

Type the vendor name in the VENDOR NAME field.

Type any new or changed information  over the existing information for all fields that
need to be corrected or changed. Type the changed information in the correct
fields.
ANew or changed information may include:
- phone numbers
- zip codes (includingthe fi p lzip)s 4 0
- contact information

Type your name, phone number, and agency in the oPT ADDR 2 field to provide addi-
tional information identifying the person submitting the change request.

Example: Jane i 828-358-3546 @ DOJ/JA

Press ENTER to process the change request. The system displays the following
message: VENDOR HAS BEEN ADDED TO THE SYSTEM. HIT ENTER!

Press ENTER again to complete the change request.

Fax or mail to the OSC Support Services Center a copy of the first or second B notice
and the Form W-9, SSA Form 7028, or IRS Letter 147C.

Office of the State Controller Page 103



MM: 1099 Procedures
1099 Processing

Office of the State Controller Page 104



MM: 1099 Procedures
1099 Processing

Procedure 15: Making Name Only Changes to Non -Trade
Vendors

After receiving the Form W -9, SSA Form 7028 or IRS Letter 147C, access the Accounts
Payable module:

1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen.
2. TypeCinthereuesTf i el d t o change the vendordéds inform
3. Type your non -trade paying entity in the pPAY ENTITY field.
4. Type the vendor number in the VENDOR NO field.
5. Type the group number , if applicable, in the GrRoup field and press ENTER to view the
information on this vendor.
6. Type the correct vendor name from the corrected W-9 in the VENDOR NAME field.
7. Type the correct vendor short name in the sHORT NAME field and press ENTER to

make the name change.

The following steps are to verify that you have the tax ID number on the Vendor Payable
Information (VPN) screen so that the system will not automatically withhold:

8. Type VPN in the NEXT FUNCTION field and press ENTER to access the VPN screen.
9. Type Ginthe REQUEsTf i el d t o get the vendords informat.i

10. Type your non -trade paying entity in the PAY ENTITY field.
11. Type the vendor number in the VENDOR NUMBER field.

12. Type the group number , if applicable, in the GrRoup field and press ENTER to
access the vendor information.

If there is not a tax ID number or the incorrect number is in the TAX ID NUMBER field
then:

13. Type C in the REQUEST field and press ENTERt o change the vendor 6s i

14. Type the tax ID number in the TAXx ID NUMBER field and press ENTER to add or change
the tax ID number and clear the screen.
A If the TAX ID NUMBER field is left blank, the system automatically places

transactions flagged as 1099 on hold, which then must be released on the Held
Document Release (HDR) screen.
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Procedure 16: Making Taxpayer ID Number (TIN) Changes to
Non-Trade Vendors

If the change is to the taxpayer identification number (TIN), access the Accounts Payable
module:

1 Note: When making a change to the taxpayer identification number, you have to
set up a new vendor under that new identification number.

1. Type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to Vendor
Setup (VRS) screen.

2. Type your non -trade payin g entity in the pPAY ENTITY field. Your agency and the OSC
det er mi ne Yy o utradegpayiegentty.d s non

3. Type the new TIN from the Form W-9, SSA Form 7028 or IRS 147C in the VENDOR
NUMBER field and press ENTER to display any vendor records with that TIN.

4. Verify that there is not already a vendor listed with the new TIN. If there is already a
vendor set up, type VPN in the NExT FUNCTION field and press ENTER to access the
VPN screen and proceed to Step 30. If not, continue on to the next step.

5. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen.

6. Type your non-trade paying entity in the pPAY ENTITY field.

7. Type the correct taxpayer identification number  from the Form W-9, SSA Form

7028 or IRS Letter 147C in the vENDOR NO field.

8. Type the group letter , if applicable, in the Group field.
9. Typethev e n d o r 6 $n the aEmmEOR NAME field.

10. Type the vendor type in the VENDOR TYPE field.

11. Type the vendor short name in the SHORT NAME field.

1 Because non-trade vendors are not added by the OSC, use a name in the SHORT
NAME field that can be used to search for and retrieve this non-trade vendor.

12. Type the vendor's street or mailing address  in the ADDRESS LINE 2 field of the
REMIT TO section.

13. Type the vendor's city in the ADDRESS LINE 3 field.

14. Typethev e nd or 0 @wodettem dabbreviation) in the STATE CODE field.
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15. Type a 'Y in the vaL field.

16. Typethevendor 6s izthepostaoabee field. The OSC requires the use of a
nine-digit zip code.

17. Typethevendor 6 s p h oimtbe PrOMEiBIG r

18. Typethevendor 6 s c¢ o intha contaar &elfd.e

19. Typethevendor 6s p ayimberayMENETERMS field.

20. Press ENTER to add this vendor to your non-trade paying entity.

21. Type G in the REQUEST field and press ENTER to display the vendor record.

22. Type VGN in the NEXT FUNCTION field and press ENTER to access the Vendor General
Information (VGN) screen.

23. Type the appropriate code in the CATEGORY CODES 5 field.

1 The codes entered in the CATEGORY CODES fields are used to generate reports
about vendors used by NC state agencies. The first three CATEGORY CODES
fields are used to input one or more vendor characteristics such as female-owned
business, minority- owned business, and non-profit organization. The codes that
you need to enter in these first three fields can be found on the Description
Table (DTL) screen.

1 The cATEGORYCODE4f i el d i s used t o efromeountyt he vendor
code. The cATEGORYCODE5f i el d i's used to etocoumty t he ven

code. The county codes for the fourth and fifth CATEGORY coDE fields can also be
located in the Description Table (DTL) screen.

24, Press ENTER to add the category codes.

25. Type G in the REQUEST field and press ENTER to display the vendor record.

26. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

27. Type the tax ID number in the TAX ID NUMBER field and press ENTER to add the tax
ID number.

28. Type C in the REQUEST field to change the tax ID number on the original vendor number.

1 You must change the tax ID number on the original vendor number to the correct
TIN number from the Form W-9, SSA Form 7028 or IRS Letter 147C.

29. Type the vendor number listed on the CP2100 in the VENDOR NUMBER field.
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30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Type the group letter listed on the CP2100, if applicable, in the croup field and
press ENTER to access the original vendor information.

Type the correct tax ID number from the Form W-9 in the TAX ID NUMBER field and
press ENTER to change the tax ID number.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VSU in the NEXT FUNCTION field and press ENTER to access the VSU screen.
Type C in the REQUEST field to change the status of the original vendor to inactive.
Type your non-trade paying entity in the pPAY ENTITY field.

Type the vendor number listed on the CP2100 in the VENDOR NO field.

Type the original group letter  listed on the CP2100, if applicable, in the croup field and
press ENTER to access the original vendor information.

Ty plse Yiendor 6 a n dorréctvendor number from the Form W-9, SSA Form
7028 or IRS Letter 147C and group number in both ADDRESS LINE 2 and ADDRESS LINE 3
fields.

1 This information defaults to the VSL screen as a reminder that the vendor number
has changed.

Type H in the orDER HOLD field to hold any orders using the original vendor number.

Type | in the sTATUS field and press ENTER to inactivate the original vendor number.
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Procedure 17: Requesting the OSC to Start Backup
Withholding on Trade Vendors

If you do not receive a Form W -9, SSA Form 7028 or IRS Letter 147C by the date on the B
notice, you must start withholding. To start backup withholding on trade vendors:

1 Send the backup withholding form to the OSC Support Services Center.

A SQ@RE 8: NCAS Backup Withholding Form, Trade Vendors  for a copy of the
request form.
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Procedure 18: S tarting Backup Withholding on Non
Vendors

-Trade

If you do not receive a FormW -9, SSA Form 7028 or IRS Letter 147C by the date on the B

notice, you must start withholding.

To start backup withholding on non-trade vendors see Procedure 19: Setting a Non -Trade

Vendor for Withholding

The next time a 1099 payment is made to this vendor, 28% of the payment will be withheld.
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Procedure 19: Setting up a Non -Trade Vendor for
Withhol ding

This procedure outlines the steps for setting up the vendor for backup withholding. However, a
1099 code is still required on all invoice lines subject to backup withholding.

1. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

2. Type XXPN in the pAY ENTITY field.

3. Typethevendor 6 s f e d e préhk sotiaDsecaritymbmber in the VENDOR NO.
field.

4, Type C in the REQUEST field and press ENTER to indicate that you are changing
information about the vendor.

5. Typey e st er d a yndhe in theTiaxab EXPIRATION DATE field.

6. Type the appropriate percentage in the 1099 WITHHOLDING RATE field.

1 To withhold federal taxes only, type 28.00. To withhold state taxes only, type 4.00.
To withhold both state and federal, type 32.00.

7. Press ENTER to complete entry and process the changes.

8. Type VDD in the NexT FUNCTION field and press ENTER to access the Vendor Default
Distribution (VDD) screen.

9. Type A in the REQUEST field and press ENTER to indicate that you are adding
information.

10. Type the appropriate withholding indicator ~ in the 1099 wiTHHOLD field and press ENTER
to complete the entry.

1 If you are withholding federal taxes only, type 950 in the 1099 wiTHHOLD field. If
you are withholding state taxes only, type 951 in the 1099 wiTHHOLD field. If you
are withholding both state and federal taxes, type 952 in the 1099 wiTHHOLD field.
This indicator controls the accounts to which the withheld amount is posted.
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Procedure 20: Making the Entries to Record Daily Backup
Withholding Payments

1 Perform the following procedure if you had funds backup withheld on the previous
day.

On a daily basis, view the 1099 Withholding Transaction Report located in OSC OP* AP
1099-7 DAILY WITHOLD. Withholding payments will be made on a daily basis. After
accessing the Cash Management Control System, you first must complete the transfer of

funds on the CMS.

Request for Transfer of Funds screen:

1. Type the date from the Paym ent Date column on the 1099 Withholding Transaction
Report (MMDDYY format) in the DATE field.

2. Type the five -digit budget code in the BUDGET coDE field.
3. Type 4159 in the DEPARTMENT CODE field to alert OSC of the pending transfer.
4, Type the total amount of th e transfer in the TOTAL AMOUNT field.

1 This amount comes from the 1099 Withholding Transaction Report.

5. Type 1 (for operating) in the TRANSFER TYPE field.

The second step is to make a journal entry in the NCAS. After accessing the Budgetary
Control modul e:

6. Type 211 in the NEXT FUNCTION field and press ENTER to access the Journal Voucher
Entry (211) screen.

7. Type A in the opTION field to add an entry.

8. Determine your document ID number.

9. Type your document ID number in the bocuMENT ID field.

1 Your agency has a standard numbering system for these transactions.

10. Type your initials  in the APPLICATION AREA field and press ENTER to access the
Journal Voucher Entry (212) screen.

11. Type the date from the Payment Date column  on the 1099 Withholding Transaction
Report (MMDDYY format) in the EFFECTIVE DATE field.
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12.

13.

14.

15.

16.

17.

18.

109.

20.

21.

22.

23.

24.

25.

26.

Type the total amount withheld for this company number in the TOTAL field. (Be
sure to include the decimal point.) This amount comes from the 1099 Withholding
Transactions Report.

Type your company number in the compPANy ID field.

Type 1 in the DATA TYPE cODE field to indicate a one-sided entry and press ENTER to
access the Journal Voucher Entry (213) screen.

Type a sequence number , beginning with 0001 in the LINE field.

Type A in the TRANSACTION cODE field to add the amount withheld under this center
number.

Type the account humber, 211950, in the account part of the comp/AcCT/CNTR field to
debit the withholding account.

Tab to the CNTR part of the comp/AcCT/CNTR field and type the center number .

Type the amount being debited in the DEBIT/CREDIT AMOUNT field.

To debit the account, type DR (or 10) in the DEBIT/CREDIT CODE field.

Type Clear Out Back -up Withholding in the DEScRIPTION field.

Type 561611588 in the second line of the bEscRIPTION field, to indicate OSC will
receive the funds.

Type the appropriate accounting rule (CH or CB) in the ACCOUNTING RULE field.

CH offsets cash account 111270.
CB offsets cash account 111260.

Press ENTER. The system is now ready to accept additional lines of your transaction.
Repeat Steps 15-24 until all centers under that company number are recorded.
When the last line has been entered, Tab to the opTiONS field, type E (end) and

press ENTER. You return to the Journal Voucher Entry (211) screen and a message is
displayed indicating the transaction status.

Office of the State Controller Page 118



MM: 1099 Procedures
1099 Processing

Procedure 21: Requesting the OSC to Stop Backup
Withholding on Trade Vendors

When you receive a Form W -9, SSA Form 7028 or IRS Letter 147C, you must stop withhold -
ing. To stop backup withholding on trade vendors:

1 Send a copy of the backup withholding form along with a copy of the Form W-9, SSA
Form 7028 or IRS Letter 147C to the OSC Support Services Center. From this form,
NCAS Support Services makes the appropriate changes to the vendor file and stop
backup withholding.

A See QRG 8: NCAS Backup Withholding Form, Trade Vendors  for a copy
of the request form.
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Procedure 22: Stopping Backup Withholding on Non -Trade
Vendors

When you receive a Fo rm W-9, SSA Form 7028 or IRS Letter 147C, you must stop
withhold ing. To stop backup withholding on non  -trade vendors:

1. Make the appropriate changes to the vendor file. Refer to Procedure 15: Making Name
Only Changes to Non -Trade Vendors or Procedure 16: Ma king Taxpayer ID Number
(TIN) Changes to Non -Trade Vendors .

2. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

3. TypeCinthereQuesTf i el d t o change the vendordés infor mi
4, Type your non -trade payi ng entity in the PAY ENTITY field.
5. Type the vendor number in the VENDOR NUMBER field.
6. Type the vendor group letter , if applicable, in the Group field and press ENTER to
access this vendor's information.
7. Delete the date in the TAX ID EXPIRATION DATE field and press ENTER to stop backup
withholding.

The next time a 1099 payment is made to this vendor, nothing will be withheld.
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Procedure 23: Completing IRS Forms 945 and 945A

1 This form needs to be filed by January 31 of the next calendar year.

To find out your backup withholding for the year, access the Information Expert (IE)
Module:

1.

2.

Type 1 and press ENTER to access the Information Access Facility screen.

Type 1 and press ENTER to access the Expert Reporting Support Facility screen.

Type APPUBLIC in the LIBRARY field.

Type SMLS in the AcTION field and press ENTER to access the Source Management
Directory List (SMLS) screen.

Type S next to the run statement for the report series that needs to be run and press
ENTER.

Type over the variables in the run statements in order to specify selection criteria for the
report.

I To generate the report into the financial library for your agency, type finanxx
afteril NTO LI BRA RXindjcates fioarragency identification
number.

1 Type SUB in the comMAND INPUT field and press ENTER to submit the run
job.

1 Press ENTER to continue.

1 Type CAN in the commAND field and press ENTER to cancel the changes
you made to the run statements.

1 While working in APPUBLIC, you are unable to use the SAVE command in order
to save changes to the run statements. If you need customization to the report run
statements to be permanent, you can copy the run statements into your own
library and then customize them.

Type RVLS in the AcTION field and press ENTER to access the Report Viewing
Directory (RVLS) screen.

Type the name of the library to which you sent the report series in the LIBRARY field and
press ENTER

1 If the report series is not displayed yet, it may be that the series is still being
processed.
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9. Type S next to the report series you wish to view and press ENTER to access the
reports in the series.

10. Type S next to the specific report you want to view from the report series and press
ENTER to view the report.
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Procedure 24: Correcting Withholding for Non  -1099
Transactions

Use this procedure when the invoice should not have been 1099 reportable and the pay -
ment was erroneously withh  eld.

1.

10.

11.

12.

13.

If the vendor is a non-trade vendor, type VPN in the NEXT FUNCTION field and press
ENTER to access the Vendor Payable Information (VPN) screen.

Verify that the TAX ID EXPIRATION DATE field has an expired date.

Verify that the 1099 WITHHOLDING RATE field contains the appropriate withholding percent-
age.

Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default
Distribution (VDD) screen.

Verify that the 1099 wiTHHOLD field contains the appropriate indicator.

1 Refer to Procedure 1 9: Setting Up a Non -trade Vendor for Withholding  to set
up the TAX ID EXPIRATION DATE and 1099 WITHHOLDING RATE fields, if necessary. If
the vendor is a trade vendor, contact the OSC Support Services Center at
(919) 707-0795 to verify the information.

Type CDE in the NEXT FUNCTION field and press ENTER to access the Control
Document Entry (CDE) screen.

Type your paying entity (XXPT or XXPN) in the PAY ENTITY field.
Type the control group number in the CONTROL NUMBER field.

Type .00 in the cNTL AMT field. Since the invoice is a zero-dollar invoice, the control group
total is zero.

Type your first and last initials  in the APPL AREA field.
Type D in the ENTRY METHOD field to indicate this is a direct invoice.

Type your bank account payment code in the BANK AcCT PYMT IND field and press
ENTER to access the Invoice Worksheet 1 (IWS-1T) screen.

1 Do not type ZRO in the BANK ACCT PYMT IND field.

Type the invoice information on the IWS-1T screen. Use the same vendor as the original
invoice.
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14. Type NET in the TERMS CODE field.

15. On line 0001, type the positive dollar amount in the AMOUNT/PERCENT field.
16. Type the company number in the co field.
17. Type the account number in the ACCOUNT field.

18. Type the center number in the CENTER field.

1 Use the same accounting distribution as the original invoice. Do not type a 1099
code for this line.

19. On line 0002, type the negative dollar amount in the AMOUNT/PERCENT field.
20. Type the company number in the co field.
21. Type the account number in the ACCOUNT field.

22. Type the center number in the CENTER field.
1 Use the same accounting distribution as the first line.

23. Type the 1099 code in the 99 field. Use the same 1099 code that appeared on the origi-
nal invoice.

24. Type R in the REQUEST field and press ENTER to access the Invoice Worksheet 2 (IWS-
2T) screen. Verify that the BANK PYMT field contains your BAP code (not ZRO).

25. Type N or NEXT in the REQUEST field and press ENTER to balance the invoice.

26. Fax the ZERO DOLLAR PAYMENT AUTHORIZATION FORM to NCAS Support Services.
The OSC temporarily changes policy to allow zero dollar checks to print.

1 For a copy of this form, refertot he f ol l owi ng | ink on OSCO6s w
http://www.osc.nc.gov/sigdocs/sig docs/documentation/forms/sig 1099 zero dol
lar payment form.html
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Procedure 25: Correcting Withholding for 1099 Transactions

Use this procedure when the invoice should still be 1099 reportable and the pa yment was
erroneously withheld.

1.

10.

11.

12.

13.

14.

15.

If the vendor is a non-trade vendor, type VPN in the NEXT FUNCTION field and press
ENTER to access the Vendor Payable Information (VPN) screen.

Verify that the TAX ID EXPIRATION DATE field has an expired date.

Verify that the 1099 wITHHOLDING RATE field contains the appropriate withholding percent-
age.

Type VDD in the NExT FUNCTION field and press ENTER to access the Vendor Default
Distribution (VDD) screen.

Verify that the 1099 wiTHHOLD field contains the appropriate indicator.

1 Refer to Procedure 19: Setting Up a Non -trade Vendor for Withholding to
setup the TAX ID EXPIRATION DATE and 1099 WITHHOLDING RATE fields, if necessary.
If the vendor is a trade vendor, contact the OSC Support Services

Center at (919) 707-0795 to verify the information.

Type CDE in the NEXT FUNCTION field and press ENTER to access the Control
Document Entry (CDE) screen.

Type your paying entity (XXPT or XXPN) in the pPAY ENTITY field.
Type the control group number in the CONTROL NUMBER field.

Type .00 in the cNTL AMT field. Since the invoice is a zero-dollar invoice, the control group
total is zero.

Type your first and last initials  in the APPL AREA field.

Type D in the ENTRY METHOD field to indicate this is a direct invoice.

Type your b ank account payment code in the BANK AcCT PYMT IND field and press
ENTER to access the Invoice Worksheet 1 (IWS-1T ) screen.

1 Do nottype ZRO in the BANK ACCT PYMT IND field.

Type the invoice information on the IWS-1T screen. Use the same vendor as the original
invoice.

Type NET in the TERMS CODE field.

On line 0001, type the positive dollar amount in the AMOUNT/PERCENT field.
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16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

Type the company number in the co field.
Type the account number in the ACCOUNT field.

Type the center number in the CENTER field.

1 Use the same accounting distribution as the original invoice. Do not type a 1099
code for this line.

On line 0002, type the negative dollar amount in the AMOUNT/PERCENT field.

Type the company number in the co field.
Type the account number in the ACCOUNT field.

Type the center number in the CENTER field.

1 Use the same accounting distribution as the first line.
Type ST in the 99 field.

Type R in the REQUEST field and press ENTER to access the Invoice Worksheet 2
(IWS-2T) screen. Verify that the BANK PYMT field contains your BAP code (not ZRO).

Type N or NEXT in the REQUEST field and press ENTER to balance the invoice.

Fax the ZERO DOLLAR PAYMENT AUTHORIZATION FORM to the OSC Support Ser-
vices Center. The OSC temporarily changes policy to allow zero dollar checks to
print.

After the check has been produced, access the Invoice Maintenance 1 (IMW-1T)
screen and delete the ST in the 1099 field from the zero dollar invoice.
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Procedure 26: Adding a Trade NRA Vendor

1 Complete the NCAS Backup Withholding form and forward to the OSC Support Services
Center.

1 Before entering any invoices, you must first check the Statewide Trade Vendor File to see
if the vendor exists. If it does not, then you must request the Office of State Controller to add
the vendor to the file.

After accessing the Accounts Payable module:

1. If the vendor is not listed on the VSL screen, type VSU in the NEXT FUNCTION field and
press ENTER to access the Vendor Setup (VSU) screen to request the addition of
a NRA trade vendor.

2. Type VADD in the pAY ENTITY field. VADD stores vendor names temporarily until they
can be added to the Statewide Trade Vendor File.

3. Type the word foreign in the VENDOR NO field.

1 When a NRA vendor is added to the NCAS, they will not have a standard tax
identification number (TIN) as do US vendors.

4. Type the vendor name in the VENDOR NAME field.

5. Type a valid vendor type code in the VENDOR TYPE field.

1 The following types are valid codes:

D = Direct vendor (no purchase order issued
M = Matching vendor

6. Typethevendor 6 s f @&xhe mxufield, & available.
1 This field is not required.
7. Typethevendor 6 s p h amhe pHONE fiehd énithe REMIT TO section of the
screen.
8. Typethevendor 6 s (RAGQboxoestreet address) in the ADDR LINE 2 field.
9. Type the correct state code in the STATE coDE field.
1 If this address is located outside the US, leave this field blank.
10. Type the correct code in the vaL field

1 For US addresses, type a Y. For foreign addresses, type an N.

11. Type the v e n dsocity din the ADDR LINE 3 field of the REMIT TO section.
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1 If the address is located outside of the US, type the city name, province (if
applicable) and nation in the ADDR LINE 3 field of the REMIT TO section.

12. Type the postal code (zip) in the POSTAL coDE field.

13. Type the message VENDOR IS A NON RESIDENT ALIEN in the OPT ADDR 1 Or OPT
ADDR 2 field to notify the OSC Support Services Center that the VGN and VPN screens
need to be completed to begin the withholding for this trade vendor.

14. Press ENTER. The following message is displayed on your screen: VENDOR HAS
BEEN ADDED TO THE SYSTEM. HIT ENTER!!!

15. Press ENTER to send your request to the OSC Support Services Center for further
processing.
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Procedure 27: Adding a Non -Trade NRA Vendor

When a NRA vendor is added as a non -trade vendor, the addition is similar to adding a
trade vendor, except that the agency is responsible for completing the withholding infor -
mation required for the NRA. The agency must complete the information for non -trade
vendors in the same manner that the OSC does for trade vendors. Non -trade vendors
are not shared with other agencies.

After accessing the Accounts Payable module:

1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen to add a NRA non-trade vendor.

2. Type the non -trade paying entity (XXPN) in the pAY ENTITY field.

1 Your agency and OSC have determined the non-trade paying entity code.

3. Type the numbering scheme utilized by your agency for non-trade NRA vendors in the
VENDOR NoO field. (Do not type hyphens.)

1 When a NRA vendor is added to the NCAS they will not have a standard tax
identification number (TIN) as our US vendors. The OSC suggests using a ten-
digit numbering scheme such as FOR0000001, FOR0000002, etc.

4, Type the vendor group number in the Group field, if applicable.

5. Typethev e nd o r 6 dn the semmoR NAME field.

6. Type D in the VENDOR TYPE field to indicate that this is a direct vendor.

7. Type the vendor name in the sHORT NAME field. (Do not type any spaces between the
names.)
1 For an individual, type the last name first followed by the first name.

8. Typethevendor 6 s f ixhe rrxfiwld, & available.

1 This field is not required.
9. Typethevendor 6 s p h oimtee PrROMEIIBIGE 1

10. Type the vendor 6 s a d(lO bexsoisstreet address) in the ADDR LINE 2 field of the
REMIT TO section.

11. Type the correct state code in the STATE CODE field.

1 If the address is located outside the US, leave this field blank.
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12.

13.

14.

15.

16.

17.

18.

19.

Type the correct validation code in the vAL field.

1

Typethev e n d o r Gnsthe aopr LNE 3 field of the REMIT TO section.

1

Typethevendor 6 s p @zg}irathe poasoadaobef | e | d .

Type a

For US addresses, type a Y. For foreign addresses, type an N.

If the address is located outside of the US, type the city name, province (if appli-

cable) and nation in the ADDR LINE 3 field of the REMIT TO section.

(Use the

contactname at t he vendor 6conTacDfiEghany i

n the

Press ENTER to add this vendor to your non-trade paying entity and to clear the

screen.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VGN in the NExT FUNCTION field and press ENTER to access the Vendor General
Information (VGN) screen.

Type the vendor 6s chnhuhe cameecRwscobedildigida ct er i st i

You can locate the corresponding Category Codes on the
Description Table (DTL) screen.

I  Type DTL in the NExT FUNCTION field and press ENTER
to access the Description Table (DTL) screen.
I  Type your paying entity (XXPN) in the enTITY field.

1 Type pay in the enTiTY TYPE field and press
ENTER.

I  Once you have located the appropriate code, access
the VGN screen to add the code.
0 An example of an often used Category Code is
TAX. Thi s code is used to
Non-Pr of it Vendor . o

An abbreviated list of the most used Category Codes can be
found in QRG 2: Post Office and Incorporated Cities and
Towns.
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20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

Type the remit-to county code in the CATETORY CODE 5 field.

1 Type 999 in the CATETORY coDE 5 field to indicate that a vendor is an out-of-state
vendor.

If you know the city in the remit-to address on the VSU screen, you can identify the
county code using QRG 2: Post Office and Incorporated Cities and Town  s.

If you know the county name, you can find the corresponding code on the
Description Table (DTL) screen.

Once you have located the appropriate code, access the VGN screen to add the
code.

Typet o d ay 6 mthe\v&ENDeDD field to track the date of the addition of the vendor to

the system.
1 This date must be entered in MM/DD/YYY format
Press ENTER to process the VGN screen.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VPN in the NExT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

To initiate withholding for a non-trade vendor, typey e st e r d a in ihestaxa axPira-
TION DATE field.

1 This date must be entered in MM/DD/YYYY format.
Type 30.00 in the 1099 WITHHOLDING RATE field.
1 Thisis the rate (30%) for NRA withholding.

Type the 1099 code in the 1099 copE field.

1 The code for NRA withholding is NR.

Press ENTER to process the VPN screen.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VDD in the NExT FUNCTION field and press ENTER to access the Vendor Default
Distribution (VDD) screen.
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31 Type the appropriate mini -chart indicator in the 1099 wiTHHOLD field.

1 The mini-chart indicator determines how the accounting entries will post. The
indicator for NRA withholding is 953.

32. Press ENTER to process the VDD screen.
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Procedure 28: Setting Up a NRA Vendor for Withholding

Processing NRA withholding in the NCAS is similar to both State and Federal backup with -
holding. NRA withholding requires that the Vendor Payable Information (VPN) screen
and the Vendor Default Distribution (VDD) screen be set up. The only differences are the
with holding rates and the mini  -chart indicators.

After accessing the A ccounts Payable module:

1. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

2. Type XXPN in the PAY ENTITY field.

3. Typethevendor 6 s imhewHnmor NUMBER field (if it does not default.)

4, Typetheven d o r 6 s imgthearoprp field, if applicable. (Do NOT press ENTER
here!)

5. Typey e st er d a ynbhe TadimEXRRATION DATE field.

6. Type the appropriate percentage in the 1099 WITHHOLDING RATE field.

1 To withhold NRA taxes only, type 30.00.

7. Type the NR code in the 1099 coDE field.
8. Press ENTER to complete the entry and process the changes.
9. Type G in the REQUEST field and press ENTER to display the vendor record.

10. Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default
Distribution (VDD) screen.

11. Type the appropriate withholding indicator  in the 1099 wiTHHOLD field.

1 If you are withholding NRA taxes, type 953 in the 1099 wiTHHOLD field. This
indicator controls the accounts to which the withheld amount is posted.

12. Press ENTER to complete the entry.

Office of the State Controller Page 135



MM: 1099 Procedures
1099 Processing

Office of the State Controller Page 136



MM: 1099

Procedures

1099 Processing

Procedure 29A: Processing a 1099 Applicable NRA

Payment (Direct Invoice)

After accessing the Accounts Payable module:

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS -1T) screen:

1.

2.

10.

11.

Type the invoice number in the INVOICE NUMBER field.
Type the invoice date in the DATE field.

1 This date is used to determine the payment due date based on the payment terms
code.

Type the vendor short name@ in the VENDOR SHORT NM field and press ENTER.

1 If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the acTiviTy field and press ENTER to return to the IWS-1T screen.

If any messages display, read the messages and press ENTER to override the messages
and continue entering the invoice.

Verify that the appropriate payment terms have defaulted into the TERMS coDE field.
Update this field if necessary.

1 You can access the Payment Terms Code List (PTL) screen to obtain a list
of payment terms and their corresponding codes.

Type BACK in the NEXT FUNCTION field and press ENTER to return to the IWS-1T
screen.

To add a remit message to the check, access the Remit Message List (RML) screen by
typing RML in the NEXT FUNCTION field and pressing ENTER (or enter the message
directly on the IWS-1T screen and press ENTER. Then skip to Step 11.)

Type your paying entity (XXPT) in the pAY ENTITY field and press ENTER to review the
remit message.

Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press ENTER to return to the IWS-IT screen.

Type the three -character code that corresponds to the message in the first (small) REmIT
MsG field.

At the 0001 line, type the first line total amount  in the AMOUNT/PERCENT field to
indicate the amount of the first line of the invoice.
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12. Type your company number in the co field.
13. Type the account number in the ACCOUNT field.
14. Type the center number in the CENTER field.

If there is only one line of expense, proceed to the next step. If there is more than one line of
expense, repeat Steps 11 through 14 and then proceed with Step 15.

Once the NRA vendor has been setup for withholding a1099 code of NR should default automat-
ically to the 99 field.

15. Ensure that all payments to NRAOGs are coded
occur. Otherwise, override the 1099 code with the appropriate code from the TNL
screen.

16. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List
(TNL) screen.

17. Press ENTER to view the 1099 codes. Scroll down to locate the correct 1099 code to
process the invoice line.

18. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice
Worksheet 1(IWS-IT) screen.

19. Type the total invoice amount in the GROSS AMOUNT field.

20. Type NEXT or N in the REQUEST field and press ENTER to balance the document.
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Procedure 29B: Processing a 1099 Applicable NRA Payment

(Matched Invoice)

After accessing the Accounts Payable module:

After completing the  Control Document Entry (CDE) screen and accessing the  Invoice
Matching (IMP) screen:

1.

2.

10.

Type the invoice number in the INVOICE NUMBER field.
Type the invoice date in the DATE field.

1 This date is used to determine the payment due date based on the payment terms
code.

Type part of a vendor name@ in the VENDOR SHORT NAME field.

1 If you know the vendor number, type the vendor and group number in the VENDOR
NUMBER field and press ENTER to return the vendor number and address to the
IMP screen. Then skip to step 8.

Press ENTER to return the vendor number and address to the IMP screen.

1 If the short name is unique to a vendor, the vendor name and address are returned
to the IMP screen. In this case, skip to Step 8. If the short name is not unique to a
vendor name and address, the Vendor Short Name List (VSL) screen is displayed
with a list of all vendors that match the requested short name.

Type B in the ADDRESS TYPE field to display both the order-from and the remit-to
address.

Press ENTER to scroll through the list until you locate the required vendor.

Type R in the AcTiviTY field for the required vendor and press ENTER to return the
vendor number and address to the IMP screen.

To verify that the correct vendor name and address have been returned to the IMP

screen, type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to

Vendor Setup (VRS) screen. The VRS screen displays detailed information about the
vendor.

Type R in the NExT FUNCTION field and press ENTER to return to the Invoice Matching
(IMP) screen.

Type the buying entity (XXBG) in the po BUY ENTITY field.
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11. Type the purchase order number in the Po NUMBER field and press ENTER to
process the information.

12. If a PO is not referenced, type F in the REQUEST field and press ENTER to access
the PO Finder (POF) screen.

1 The POF screen lists open purchase orders by vendor within a buying entity.

13. View the listed purchase orders and the corresponding purchase order. Type S in the
SEL field next to the required PO and press ENTER to access the Invoice Matching
(IMP) screen. The purchase order information defaults from the POF screen.

14. Verify that the payment terms that defaulted into the TERMS CODE field are correct.
Change the terms code to match the terms indicated on the invoice, if
necessary.

15. Type the total amount of the invoice in the GRoss AMOUNT field.

16. Press ENTER to process the information and to access the Invoice Line Audit (ILA)
After accessing the Invoice Line Audit (ILA) screen:
17. Verify that the correct accounting distribution is being used.

18. Compare the value in the uor field to the unit of measure used on the invoice (UOI).
1 If the UOP and the UOI are the same, skip to Step 21.
1 If the UOP and the UOI are not the same, convert the UOP to the UQI, using either
Step 20a or Step 20b.

19. Type the Unit of Invoice (UOI) in the uor field if:
1 The UOI is defined on the Units of Measure List (UML) screen and
91 the system-calculated conversion factor equals the true numerical relationship
between the UOP and the UOI.
OR

Type the manually calculated conversion factor  in the CONV FACTOR field if either of the
two conditions in Step 20a is not satisfied.

20. Compare the PO line quantity in the QUANTITY field to the invoice quantity.
1 If they are the same, skip to Step 22.
T If the values are not the same, type the invoice quantity inthe QUANTITY
field.
1 If the invoice quantity is a fraction, convert the UOI to a unit of measure that per-
mits the quantity to be a whole number. Use any option in Step 20 that applies to
change the UOI.

21.  Compare the PO line amount in the AMOUNT field to the invoice amount. If the values
are the same, skip to Step 23. If the values are not the same, type the invoic e amount in
the AMOUNT field.
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22.

23.

24.

25.

26.

27.

28.

Type A in the REQUEST field to tag a line. Each sequence letter (A, B, C) corresponds
to a specific line on the purchase order. To indicate each line that is to be paid, you must
tag the line. To tag a line, type the sequence letter in the REQUEST field and press
ENTER. If all lines are to be paid, type S in the REQUEST field and press ENTER.

Press ENTER to process the information.

If the invoice is a 1099 transaction, type 3 in the REQUEST field and press ENTER to
access the Invoice Worksheet (IWS-IT) screen. (If the invoice is not a 1099
transaction, go to Step 29.) Once the NRA vendor has been setup for withholding
a1099 code of NR should default automatically to  the 99 field. Ensure that all
payment s t occodddRvANONR 1099 cede so withholding will occur. Otherwise,
override the 1099 code with the appropriate code from the TNL as listed in Steps 26 -
27.

Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List
(TNL) screen.

Press ENTER to scroll down the possible 1099 codes until the correct code is
located.

Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice
Worksheet (IWS-IT) screen.

Type N or NEXT in the REQUEST field and press ENTER to complete the invoice entry.
A blank Invoice Matching (IMP) screen is displayed.
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QRG 1: 1099 Codes List

1099-GROSS PAYMENTS TO ATTORNEYS
1099-GOVERNMENT-UNEMPLOYMENT COMPENSATION
1099-GOVERNMENT-STATE OR LOCAL TAX REFUNDS
1099-GOVERNMENT-FEDERAL INCOME WITHHELD
1099-GOVERNMENT-DISCHARGE OF INDEBTEDNESS
1099-GOVERNMENT-TAXABLE GRANTS
1099-GOVERNMENT-AGRICULTURE PAYMENTS
1099-INTEREST INCOME-EARNINGS FROM SAVINGS & LOAN

ASSN.,CR. UNION, BANK DEPOSITS, BEARER
CERTIFICATES OF DEPOSIT, ETC.
1099-INTEREST INCOME-EARLY WITHDRAWAL PENALTY
1099-INTEREST INCOME-US SAVING BONDS, ETC

1099-INTEREST INCOME-FEDERAL INCOME TAX WITHHELD

1099-INTEREST INCOME-FOREIGN COUNTRY OR U.S.

1099 TAX EXEMPT INTEREST
1099-MISCELLANEOUS-CROP INSURANCE PROCEEDS
1099-MISCELLANEOUS-RENTS
1099-MISCELLANEOUS-ROYALTIES
1099-MISCELLANEOUS-PRIZES AND AWARDS
1099-MISCELLANEOUS-FEDERAL TAX WITHHELD
1099-MISCELLANEOUS-FISHING BOAT PROCEEDS

1099-MISCELLANEOUS-MEDICAL AND HEALTH CARE

1099-MISCELLANEOUS NONEMPLOYEE COMPENSATION

1099-MISCELLANEOUS-SUBSTITUTE PAYMENTS IN LIEU OF
DIVIDENDS AND INTEREST

CODE USED TO IDENTIFY PAYMENTS SUBJECT TO STATE
REPORTING & WITHHOLDING, BUT NOT SUBJECT TO

1099 CODE ABBREVIATED DESCRIPTION DESCRIPTION
B1 1099-M-ATT
G1 1099-G-UNEMPLOY
G2 1099-G-T REFUND
G4 1099-G-TAX WHLD
G5 1099-G-INDEBTED
G6 1099-G-GRANTS
G7 1099-G-AGR PMTS
il 1099-I-INT EARN
12 1099-1 EARLY WD
13 1099--US BONDS
14 1099-I-TAX WHLD
I5 1099-I-FOREIGN 1099-I-FOREIGN TAX PAID
16 1099--US POSSN
POSSESSION
18 1099 I-TAX EXMP
MO 1099-M-CROP INS
M1 1099-M-RENTS
M2 1099-M-ROYALTY
M3 1099-M-PRIZE/AW
M4 1099-M TAX WHLD
M5 1099-M-BOAT PRO
M6 1099-M-MED HLTH
PAYMENTS
M7 1099-M-NON-EMP
M8 1099-M-SUBS PMT
NO NOT 1099 NOT APPLICABLE TO 1099
ST STATE WITHHOLD
FEDERAL REPORTS
99 0 DOLLAR CODE

0 DOLLAR CODE FOR OFFSET ENTRY
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QRG 2: NCAS Standard Vendor Short Name Abbreviations

COMMON ABBREVIATIONS

Full Name Abbreviation
America/American AMER
Association/Associated ASSN
International INTRNTL
National NATL
North Carolina NC
Northeast/Northeastern NE
Northwest/Northwestern NW
Southeast/Southeastern SE
Southwest/Southwestern SW
United States us
University UNIV

TWO LETTER STATE ABBREVIATIONS

Abbrev State Abbrev State Abbrev State
AL Alabama KY Kentucky ND North Dakota
AK Alaska LA Louisiana OH Ohio

AZ Arizona ME Maine OK Oklahoma

AR Arkansas MD Maryland OR Oregon

CA California MA Massachusetts PA Pennsylvania
CO Colorado Ml Michigan RI Rhode Island
CT Connecticut MN Minnesota SC South Carolina
DE Delaware MS Mississippi SD South Dakota
DC District of Columbia MO Missouri TN Tennessee

FL Florida MT Montana TX Texas

GA Georgia NE Nebraska uT Utah

HI Hawaii NV Nevada VT Vermont

ID Idaho NH New Hampshire VA Virginia

IL lllinois NJ New Jersey WA Washington

IN Indiana NM New Mexico \AY West Virginia
1A lowa NY New York Wi Wisconsin

KS Kans as NC North Carolina WY Wyoming
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QRG 3: Instructions for 1099 Forms
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2010

Department of the Treasury
Internal Revenue Service

Gene_ral Instructi_ons for
Certain Information Returns

(Forms 1098, 1099, 3921, 3922, 5498, and W-2G)

Seclion references are fo the Infemal Revenue Code unless
othersise noted,

Contents
What's Mew . . . e e e e Pa#i
Ramindars .. .o i it i, B
termsYouShould Mote ... ... ... ... .. ... 2
AWhoMustFile . ... . ... e, 2
B, Other Information Returns .. ... ... oL 3
CoWhEn To e .. . . et nnnnnaa. &
DoWhereToFla. .. ... ... it ierenannnnnna.. &
E. Flllng Returns Withthe IRS . ... ... .. ... .. ... ...... 4
F.BlectronicRepodting . .. ... ..... .. v vvrrcrcecnca. B
G. Paper Document Reporting . ... .. .o ieonns 5
H. Correctad Retums on Paper Fems . ... ... ... ... ... &
LT 5]
J EIH'EIIFE:IIP::-HHT Mames and Taxpayer ldantification Numbers

= &8
K. Fller's Name, |dentilication Mumber, and Address .. ... . ... 2]
L. Account Mumber BokonForme. .. ... . oot iiinna ..., B
M. Staternents to Recipients (Borrowers, Debtors, Donors,
Imsureds, Bt . .. ... . e i e "]
M. Backup Withhelding . ............ ... .o ... T
CoPenalliss ... ..o i i e T
P. Payments io Corporations and Parnerships . . ...........12
D'HEEPIWS on any IRA, Coverdell ESA, Archer MSA, o

......................................... 13
A Cofain Granfor Trusts . . ... . ... ... . ... .vvivven...13
5. Special Rules for Reporting Paymerita Made Through
Foreign Intermediarias and Forelgn Flow-Through
Entities on Form 1089 .. .. ... ..o er il 13
T HowToGatTaxHalp . ... ... ... .............14
Guide to Informafion Raturms .. ... ..o o 16
Typesof Payments . ... ... ... . . . . .oueeoon. e 18
What's New

MNew title for the General Instructions, The title of the General
Instructions has been changed to Genearal Instructions for Ceriain
mra}mlnn Returms (Forms 1098, 1098, 3921, 3822, 5488, and

Truncating payee identification number on paper payes
statements. Motice 2008-03 allows filers of Irrformalr:'l raturns in
the Forrm 1098 series, Form 1089 seres, and Form 5498 serias to
fruncate an individual payea's social security number (SSN), IRS
individual taxpayer identificaton numbar (ITIM), or IRS adoption
faxpayar identification number (ATIN) on paper payes statemants
for tax yaars 2009 and 2010. For more information, see part M.

Mew Form 1007-BTC, Bond Tax Credit. The Amercan Racovery
and Reinvestmeant Act of 2000 sllows regulsted investrnent
companies (RICs) to elect o distribute tax credit bond cradits to
sharaholders. Form 1087-BTC has been created for all holders and
izguers of tax credit bonds 10 report this information. Ses the
saparate instructions for Form 1087-BTC.

Wldeg held fixed investment trusts (WHFITs). Motice 2010-4
provides new guidance and mited penalty rellet for transition year
reporting by trustees, middiermen, and trust interest holders (TIHs)
of widaly held fixed imastment trusts. For more information, ses
Widsly held fixed Investment frusrs (WHFITS) an page 3.

Publication 1220. [nformation on new forms was added o Pub,
1220, which s now tited Spacifications for Filing Forms 1088,
1089, 3521, 3822, 5408, Ba35, and W-2G Electronically,

Forms 3221 and 3922, 2010 will ba the first reparting year for
;@n;w 3921 and 3022, See the Instructions for Forms 3521 and

Instructions for Form 1098,

* A TIP has been added under Prepald Morgage lnsurance
ragarding allocation of prepaid mortgags insurance premiums by
payershOrrowers,

- hrgllmtruuﬂuns umder Box 4, hfiﬂ:lr@a'g& Insurance Premiums

I ] rtin uirernents for mort @ insurance premiums
:Eivadgbympﬂmcp' Imandm, hawva beang;“;pandad. o

Form 1088-C. On the back of Copy B, In the instruchians for
Doror, we added a phrase advising taxpayers to attach Copy B of
the form to Form 8453, U.S. Individual Income Tax Transmittal fer
an RS e-file Returm.

Form 1099-B. On the back of Copy B, in the Insiructions for
Recipient, we added instructions for Box 12.

Form 1088-G. Boxes 10a, 10b, and 11 have been added to allow
raporting of state income tax withhald,

Instructions for Form 1099-G. Reporing instructions for Boxes
10a, 10b, and 11 have been added for thoae states that require
stale income tax withholding on unemployment compansation,
Form 1089-H. The litle of Box 2 was changed to Mo, of mas. for
witich HCTC payments received,

Instructions for Form 1088-H. The description for Box 1 was
changed ta reflect that HCTG advance payments cannot exceed
80% of total health insurance premiums,

Form 1099-INT.

* Reporiing of credits from qualified school gonstruction bonds and
Build America bonds has been added to Box 1 in the Instructions
for Recipiant,

® Box 10 was added to report the Committee on Uniformed
Security Identification Precedures (CUSIP) number for each
tax-axampt bond for which interest was reported in box 8.
Instructions for Forms 1088-INT and 1088-01D,

* We added a What's New and under Intaras! fo holders of tax
cradit bonds, text stating that the cradit allowable to holders of Bulld
America bonds and Qualified school construction bonds is treated
as intarast.

* We added a What's Mew and undaer Box 10, instructions for
raparting the CUSIP numiber of the tax-exempt bond for which
ta-@nemipt interast is reported in Box B.

Form 10%9-R.

* Reporiing of tax free transfers of gualified long-term care
insurance contracts was addad to Box 1 in the nstructions for
Raclpiant.

* HReporing of mm?s of paymems made against tha cash value
of an annuity contract or the cash surrender vaelue of a life
insurance contract hor purchasing qualified long-térm cara
insurance was added to Box 1 in the Instructions for Raciplant.

* Qualified long-term care insurance contracts were added to the
Eist of Section 1035 exchanges for Code & In Box 7 in the

Ingtructions for Reclpient,

* The litle for Code E in Box 7 in the Instruchions for Reciplant was
chaniaml-dntg Distribulions under Employes Plans Compliance
Rasa System (EPCRS).

* MNaw Code W was added 1o the list of codas lor Box 7 in the
Instructions for R , for reporting charges or payments for
purchasing qualified long-tarm care insurance contracts under
combined arrangaments.

Form 5498,

#* The chackbox in Box 11 has been lined up to the right for the
convenience of 1ssuers of the ferm.

= Tha Box 11 description in the Instructions for Participant, has
::Een returned to the wording found on previous varsions of the
o,

Cat. Mo. 278T6F
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* Boxes 158 and 15b have been shaded out as no further catch-up
contributions to IRAs dus to cartain employer bamkrupicles are
parmitted in leu of tha higher contribution limit for individuals 50
and older. Also, the box riptions in the instruchions for
Parficipard, have been removed.
Instructions for Forms 1089-R and 5498,

What's New for Form 1089-R.
= Genaerally, repen distrioutions from traditional, SEP, and SIMPLE
IRA% in boxes 1 and 2a. Check the “Taxable ameunt pot
determingd” box in box 20,
* Charges or paymants made against tha cash valus of anmirllu
contracts or the cash surrandar value of fife insurance policies for
the purchase of gqualified long-term care Insurance contracts under
combined armangamants are reporisd in Box 1, with Distribution
Code Win Box 7.
* MNotles 2002-3 has bean modified and superseded by Motice
20:08-88, which coniains two safe harbor explanations that can be
provided fo recipients of eligible rollover distributions from an
employer plan In order to satisfy section m[g.
* EHective January 1, 2010, eligible rollover di utions from an
employer's plan paid directly 1o a nonspouse baneficiary ars
subjact to mandatory 20% withholding.

What's New for Form 5488,
* References to Additfana/ contribulion rules for 2004 and 2005
urdaer Spacial repodting for ULS. Armed Forces in alad

combat zoneg have been removed due to expiraton of this

provision on May 28, 2008,

= References to catch-up contributions in Special reporting for

2008, and the reporting instructions for Boxes 15a and 150 have

bean removed dua to explration of this provision.

Loges, slogans, and mem:ln%nn information refurns. For

amounts paid after 2010, logos, & ns, and advertising will not be
rmitted on Forms 1096, or Copy A of Forms 1098, 1088, 5498,
=205, 10423, or any payee statements. See Pub, 1179, Goneral

Rules and Spactlcations lor Substilule Farms 1008, 1088, 1059,

3521, 3522, 5488, W-2G, and 1042-5.

Sep the specilic farm instructions for mars information on
the changes Ksted above,

Reminders

Due date for certaln statements sent to reciplents. The due
dale lor furnishing slataments to reciplients for Forms 1098-8,
1088-5, and 1082-MISC (If amounts are reported in Boxes 8 or 14)
Is Fabruary 15.

Electronic Fillng. E-flars are reminded that using the FIRE
system requires lollowing the specifications contained in Pub. 1220,
Specifications for Filing Forms 1098, 1088, 3921, 3922, 5488,
8335, and W-2G Electronically. Also, the IRS does not provide a
filk=in farm oplion. See part F on page 5 for information on e-file,

Pa . Throughout thase instructions the term “payee” maans a
rec'.!:i;nt of Forma 1098, 1099, 3921, 3822, 5498, u?W—EG mr
Imiudlrg borrowers, debtors, donors, insureds, paricipants,
policyholders, students, fransfeross, and winness on cartain forms.
Where to file. All information returns filed on paper will be filed
with anly twa Internal Revenuws Service Centers: Austin, TX, and
Kansas City, MO. See part D on page 4, and Form 1086, Annual
Summary and Transmittal of LS. Information Returns,

ltems You Should Note

Photographs of Missing Children
The Internal Revenue Service is a proud partner with the Mational
Cantar for Hisaingband Explofted D'?'llldren. Phatographs of missing
children selected by ihe Cenler may appear in instructions on
5 that would rwise be blank, You can help bring these
dren homa by locking at the photographs and cafling
1-800-THE-LOS T(1-B00-843-5678) if you recognize a child,

Available Products

In addition o these genaral instructions, which contain general
information concerning Forms 1098, 1099, 3921, 3822, 5488, and
W-20G, we provide specific form instructions as separate products,
Get the instructions you need for completing a specific form from
thie following kst of separate instructions.

* |Astructions for Forms W-23 and 5754

* |matructions for Form 1087-BTC

* |rsfructions for Form 1088

* Instructions for Form 1028-C

Office of the State Controller

* |nstructions for Forma 1028-E and 1098-T
Instructions far Forms 1059-4 and 1099-C
Instructions for Form 1099-B
Instructions for Farm 1088-CAP
Instructiona for Form 1082-DIV
Instructions Tor Form 1088-G

Instructions for Form 1088-H

Instructions for Forms 1088-INT and 1099-01D
Instructions for Form 1099-LTC

Instructions for Form 1088-MISC

Ingtructions for Form 1099-PATR

Instructions for Form 1088-0

Ingtructions for Farme 1099-R and 5498
Instructions for Form 1088-5
Instructions for Forms 1089-5A and 5488-54
Instructions for Forms 3821 and 3922
Instructions for Form S428-ES54

Soee How To Gel Forms, Publicalions, and Other Assistance on

page 14.

Guide to Information Returns
Sea the chart on pages 16 and 17 for & brief summany of
Inforrmation returm reporing rules.

Use Form 1096 To Send Paper Forms to the IRS

You must send Copies A of all paper Forms 1088, 1099, 3921,
3022, 5428, and W-2Q 1o the IRS with Farm 1096, Anrwal

Surmmary and Transmittal of U.S. Information Retums, Insinsctions
far mmgeﬂng Form 1026 are contained on Form 1086. Also sea
part E on page 4.

Reporting Backup Withhelding on Forms 1099
and W-2G

It you backup withhold on a paymant, you must file the appropriate
Form 1089 or Form W-2G with the |RS and fumish a stalemeant to
tha recipient ta report the amount of the payment and the amount
withheld. This applies even though the amount af the art may
b Dalow the normal threshold for filing Form 1099 or Form W-2G,
For how to report backup withhalding, see par N on page 11.

Substitute Statements to Recipients

If you are using a substitute form to fumish infarmation staterments
to recipients (generally Copy B), be sure your substifute statements
comply with the rules in Pub, 1178, Pul, 1179, which is revisad
annually, explaing the requiraments for format and content of
substitute statements 1o reciplents. See part M on pags 9 for
addiional information.

. All substitute statamants fo reclpients must confain the fax
L3

kRS R E R RS

aar, form numbar, and form name prominently displa
o) ingether in ome area of the statement. For axaipfa, rh}::rd
could be shown in the upper rnight part of the siztement,

Taxpayer Identification Number (TIN) Matching
TIMN Matehing allows a payer o authorized agent who is reguired to
file Forms 1099-B, DIV, IialT. MISC, OID, and'or PATR, which
rapart Incomae subjact 1o backup withholding, to match TIM and
name combinations with IRS records belore submitting the forms 1o
the IRS. TIN Malching is one of the a-services products that Is
offered and ia accessible through the IBS website. For pregram
wﬁpm. s@8 Pub, 2108-4, cﬂ—rﬂr_m Taxpayer figw (TIN)

fehing Pro or go to www. v and anter keyword "TIN
matching” in the upper right comer. It is anticipated that payers who
validate the TIN and name combinations befora filing information
returmns will recaive fewear backup withholding (CP2100) “B” notices
and panwgmlca‘s. E-services technical support is available by
calling 1-858-255-0654.

A. Who Must File

Sea the saparate specific instnections for each form.
Memines/middieman returns. Generally, if you receive a Fomm
10898 for amounts that actually belong fo another person, you are
consldered a nominea recipient. You must file a Form 1098 with the
IAS {the same type of Form 1099 you received) for each of tha
other ownars showing the amounts allocabla to each. You must
also furnish a Form 1089 to each of the other owners. File tha new
Form 1082 with Form 1098 with the Internal Revenue Semvice
Cartar forgwraraa. On each new Form 1099, list yoursell as the
“payer” and the other owner as the “recipient.” On Form 1096, list
yoursell as the iler.” A husband or wife ks not reguired to file a
nomines retum to show armouwnts cwned by the other. The
nomines, not the arginal payer, s responaible for filing the

Gen. Instr. for Certain Info. Returns (2010)
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subsaguent Forms 1088 to show the amount allocabils to each
cWner,
Successorfpredecessor reporting. A successor business (a
corporation, parnership, or scle proprietorship) and a predecessor
business (a conporation, parinarship, or sole propriatarship) may
agraa that the successor will assume all or some of the
predecassor's information reporting responsibilities. This would
Ermlt the successor 1o file one Form 1088, 1099, 3821, 3922,

88, or W-2G for each recipient combining the predecessor's and
ortable amounts, Including any withholding. If thy

SUCORSSOr'S
successor satisfies the pradecesaor's cbligations

50 agres and

and tha condtions described below, the predecassor doas not have

to file the specified information returns for the acquisition year. If

e SUCCessor and predecessor do not agree, or il he requirements

described are not met, the predecaessor and the successor each
st file Forms 1098, 1080, 3021, 3922, 5498, and W-2G for thair
own reporiable amounis &s they usually would. For more
infarmation and the rules that a;lapry to filing combined Forms
1042-5, Forsign Person's U.S. Incoma Subject to Withholding, see
Rev. Proc. 99-50, which |5 avallable on pags 757 of Intamal
Ravenus Bullstin 1990-52 at www.irs. go -ii oo

Tha combined reporting procedure is available when all the
following conditions are maet,

1. The successor acguiras from the predecessor substantally
all the proparty {a) used in the frade or business of the
predacessor, Including when one or more corporations an
absarbed by another corparation undér a marger agreement, or (b)
used In a separate unit of & trade or business of the predecassor,

2, Tha pradecessor is required to report amounis, including any
withholding, on Information returms for the year of acquisition for the

paricd before the acquisition.

3, The predecessor is nol reguined 1o repont amounts, including
withholding, on information retumns for the yaar of scquisition for tha

period aftar the acquisiticn,

Combined reporting . The predecessor and the
successor must agree on the specific forms to which the combined
reporting procedure applies and that the successor assumes the

raedecessor's entire immormation reporting obligations for these
ormg, The predecessor and successor may agres fo:

1. Usa the combined reporting procedure for all Fosms 1088,
1085, 3821, 3522, 5488, and W-2G, or

2, Limit the use of the combined reporting procedure to {a)
spacilic forms or (b) specific reporting entities, including any unit,
branch, or location within & particular business entity that I‘Ifgg its

own saparate information retume. For exampla, if the predecessor's

and successor's anly compatible computer or recordkeeping

systams are their dividends paid ledgers, they may agree 1o use tha
-DIV only. Similarly, if

combined reporting procedurs for Forms 11
the only compatible systems are in thelr midwast branchas, they
agﬁ: tﬂcli_;iﬂ the combined reporting pracedura for only the
ast branchas.

Combined reporting procedure. On each Form 10838, 1088,
3921, 3922, 5498, and W-2G filed by the successar, the succesaor
must combing the predecessor's (before the acquisition) and
SUCCASS0MS rmponable amounts, including any withhalding, for the
acquisition year and report the aggregate. For transaciional
reporting an Fomm 1099-B, Proceeds From Broker and Barter
Exchange Transactions, the successor must reper each of the
predecessor's ransactions and each of its own fransactions on
each Form 1082-8; these same reporting reguirements apply to
Form 3921, Exercise of an Incentive Stock Cption under Saction
422(b), and Form 3822, Transfer of Stock Acquired Through an
Employes Steck Purchase Plan under Section 423(c). The
successor may include with the form sent to the recipisnt additional
infarmation axplaining the combined reporting,

For purpases of the combined reporting procedure, the sharng
of TINs and othes information obialned under section 3408 for
Intormiation reporting and b withholding purposes does not
wviolate the confidentiality rules In section 3406(1).

Statement required. The successor must file a statement with
the |IAS indicaling the forms that are being filed on a combined
basis under Rev. Proc. 89-50. The statement must:

1. Include the predecessor's and successor's NAMEes,

addrassas, telaphone numbers, EINg, and the namsa and telephone

nurmbsar of the parson rasponsible for prepaning the statement.
2. Reflect separately the amount of lederal income tax withheld

b)fﬂ'l& Fmdocassar and by the successor for each type of form
being filed on a comiined basis (for example, Form 1098-R or
1099-MISC).

3. Be sent s tely from Foms 1098, 1099, 3921, 3822,
5448, and W-2G by the forms” due date to: Entarprise Computing

Gean. Instr, for Certain Info. Returns (2010)
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Cantar-Martinsburg, Attn: Chiaf, Information Relurns Branch, Mail
Stop 4300, 230 Murall Dr,, Keameysville, WYV 25430, Do not send

Form 1042-5 siatemants to this addrass. Instead, use the addrass
given in the Instructions for Form 1042-5; see Rev, Proc, 99-50,

Qualified settlement funds. A qualified safflemant fund must file
Information returns for distributlons to claimants If any transferor to
the fund would have baan requirad to file if the transteror had made
the distribuilens directly to the clalmants.

For distributions to transfencrs, a fund is subject 1o the
information ;apartin? requiramenta of sections s041 and 60414 and
may ba raquired o fila Form 1099-MISC. For payments made gi,r
the fund on behalf of a claimant or transferor, the fund is subject to
these same rules and have to file Form 1098-MISC for the
payment to a thind party. For information reporting purposes, a
paymen! made by the fund on behalf of a claimant or transferor is
considered a distribution to the clalmant or transfercr and |s also
subject to information reporing requiremeants.

The same flling requirarments, excaptions, and thresholds may
apply 1o qualified seftlement funds as appdy to any other payer,
That is, the fund must determing the character of the payment (for
example, interest, fixed and determinakle Income, or gross

ds from broker transactions) and to whom the payment is
made (for example, corporation or indhvidual),

For mare information, see Regulations section 1.4688-2{1). Also,
see Treasury Declelon (TD) 9249, 2006-10 |R.B. 546, avallable at
WWWLIrs. gowirv2006- 10_IREandshiml TD 9249 relates to escrow
and similar funds.

Payments to foreign persons. Ses the Instructions for Form
1042-5, relating to LL5. source Inceme of loreign parsons, for
reporing requirements relating 1o paymenis io foreign peraons,
Widely held fixed investment trusts (WHFITs). Trustees and
middlemen of WHFITs are required to repor all iterns of gross
income and procesds on the appropriate Form 10849, For the
definition of & WHFIT, see Regulations section 1.E?1£:b}LE%}. A
tax information statemeant that includes the information provided 1o
the IRS on Forms 1099, as well as additional information identifisd
in Regulations saction 1.671-5(a) musat ba fumished to trus? Interast
holders (TIHs).

Items of gross income (including CID) attributable to the TIH for
the calendar year including all amounts of Income attributable to
ulllnﬁ_ purchasing, or radeeming of a trust holder's interest in the
WHFIT must be reported. ltems of Incoma that are required to be
i including non pro-rafa partial principal payments, trust
sales proceeds, redemplion asset proceeds, and sales of a trust
interast on a secondary markst must be reported on Form 1099-B.
See Reguiations section 1.871-5{d).

Safe harkor rules for detarmining the amount of an item to be
reported on Form 1089 and a tex information staterment with
res 1o & TIH In a nef-morgage WHFIT (NMWHFIT) and a2
widely held mortgage trust ﬁ'l'] are found In Regulations
sections 1.671-5(1) and (g} respectivaly.

Trusteas and middieman must follow all the rules for filing Forms
1088 with the IRS and furnishing & statement to the TIH (except as
noted below) as described in pars A through S of these
instructions, For transition year reporting, see Notlce 2010-4,
2010-2 |.R.B. 253, avallable al www.irs.gowib2010-2_IRBart 1,
Rl Trusteas and middlemen should also follow the separate
Instructions for Forms 1088-8, 1088-D1V, 10898-INT, 1098-MISC,
and 1098-010, as applicable, which meay address additional income
reparting régquiraments.

Due date exception amd other ts for furnishing
statement fo TIH. The written tax information for 2010 furnished
to the TIH Is due on of balers Mareh 15, 2011, For ather iterns of
expanss and cradit that must be reparted to tha TIH, seae
Regulations secticn 1.671-5(c).

Thera iz no reporting requirement il the TIH is an exempt
recipiant unless the fnustee or middiaman backup withholds undaer
sectlon 3406. If the trustee or middlernan backup withholds, then
follow the rules in part N on page 11. An exemgt reciplent for this
purpoae |s defined In Regulations section 1.671-5(b){7).

arfing to ﬁ:n&n persons. ams of 8 WHFIT attributable
to aﬂl‘"ﬁl who is not a U8, person must be repened and amounts
withheld following the provisions of sactions 1441 through 1464,
Seea Form 1042-5 and its separate instructions for maore
information,

B. Other Information Returns

The income information you report an this follewing feims must nat
be repaated on Forms 1&5 of W-2G.
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® Form W-2, Wage and Tax Statement, reporting wages and other
employes compensation.

& Forms 1042-5 and 1000 reporting incoms lo forsign parsons.

® Form 2439 reporting undistributed long-term capital gains of a
[r;EL:I_Ig:Imd invesiment company (RIC) or real estate invastmeant fnest

* Schadule K-1 of Forma 1065 or 1085-B reporting distributive
shares o members of a partnership.

# Schedula K-1 of Form 1041 reporting distributions to
bensficianies of trusts or estates.

* Schedule K-1 of Form 11208 reporting distributive shares o
sharaholdars of § corporations.

® Sehedules K of Form 1120-1C-DISC reporting actual and
:::nnavuuhre distributions to sharsholders and daferad DISC
(el -

* Schedule Q of Form 1066 re rtlng Income from & real estate
morigage investment conduit (REMIC) to a residual interest holder.

C. When To File

File Forms 1088, 1009, 3021, 3022 or W-2G on paper by February
28, 2011, or March 31, 2011, if filing slectronically. Alse file Farm
1096 with paper forms. File Form 1086 with Forms 5488,
5408-ESA, and 54898-5A by May 31, 2011,

You will meat the requirement to file if the form |z proper
addressed and malled on or before the due date. If the ui’ar due
date falls on a Saturday, Sunday, or legal holiday, file by the next
business day, A business day is any day that is not a Saturday,

Sunday, or legal heliday. See part M on pags 9 about providing
Fa'gis 1;9@. 088, 3921, 3022, 5498, and W-2G or statements to
reciplents.

P'rh'_ate delivery services. You can use ceran private dedivary
services designated by the IRS to meat the “timaly mailing as timely
filing” rule for information retumna. The list includes only the
Tallowing.

* DHL Express {DHL): DHL Same Day Sarvica.

* Federal Exprass (FedEx): FedEx Priorty Ovemight, FedEx
Standard Ovemight, FedEx 2 Day, FedEx International Pricrity, and
FedEx Intermational First.

* United Parcel Service EPE}: UPES MNaxt Day Air, UPS Next Day
Air Saver, UPS 2nd Day Alr, LIPS 2nd Day Air AM., UPS
Wordwida Express Plus, and UPS Worldwide Express.

Thea privats delivery service can tell you how 1o get written proof
of the malling data.

Private sarvices cannal deliver tems fo PO, boxes.
You must use the ULS. Poztal Sernvice to mail any item to an
RS P.O. box addness.

Reporting period. Forms 1008, 1080, 3021, 3822, and W-2G are
used to report amounts received, pald, credited, donated,
transferred, or canceled in the case of Form 1098-C during the
calendar yaar, Furl'ns_ 5488, 54008-ES5A, and 5438-3A are used 1o
report amounts contributed and the falr market value of an account
for tha calendar year,

Extensbon. You can get an automatic 30-day extansion of time o
file by complating Form 8809, Application for sion of Time To
File Information Returns, The form may be submitted an papar, or
threugh the FIRE system edther as a fill-in forrm or an electronic file.
Mo signature or explanation is required for the extension. However,
you must file Form 8800 by the due date of the returns in ordar to
geat the 30-day extansion. Under cartain hardship conditions you

miay apply for an additlonal 30-day exiension. See the instructlons
for Form BBOS for more information.

How fo apply. As soon as you know that a 30-day extension of
tima to file is needed, file Form BE0S,
= [ you are requesiing an extension for 10 or fewer filers, follow
the Instructions on Form 8200 and mall It to the address listad in
tha instructions on the form, See the instructions for Form B809 for
more Informaticn.
* |f you ane requesting an extension for more than 10 filers, you
musl submit the extension request online or electronically. You are
enmuraiu_ad 1o submit requests for 10 or fewer filers using the
anling fil-in form. Sea Pub. 1220, Part D, for more information on
filing online or elactranically,

Extension for statements to reciplents. For information on
raquesting an extension af time to file statements to raciplonts, see
Extangion an page 10.

Office of the State Controller

D. Where To File

Lise the 3-ine address for your state found below for mailing
infarmation refums,

Send all information returns filed on paper 1o the following:

1 r principal business,
ice or agency, or legal
residence in the case of an
Individual, is located in

.

Alabama, Afzona, Arkansas,
Connecticut, Delawars, Flosida,
Georgla, Kentucky, Louisiana,
Maine, Massachusatts,
Mississippi, New Hampshire,
Mow Jarsay, New Maxico, New
York, North Canolina, Ohio,
Pannsylania, Rhoda Island,
Texas, VWarmont, Virginia, West
Wirginia

Usa the following address

-

Deparimant of the Treasuny
Internal Revenue Service Canter
Auating TX 73301

Alazka, California, Colorada,
Digtrict of Columbia, Hawali,
Idaha, lIBncis, Indlana, lowa,
Kansas, Manyand, Michigan,
Minnesota, Missouri, Montana,
Mabraska, Nevada, North
Dakota, Oklahoma, Oregon,
South Caraling, South Dakota,
Tannasssa, Utah, Washington,
Wiszconsin, Wyoming

Department of the Treasury
Internal Revenue Servica Canter
Kansas City, MO 64099

If your legal residence or principal place of business or principal
office or agancy is outside the United States, flle with tha
Department of the Treasury, Intemal Revanue Service Cantar,
Austing TH 73301
State and local tax departments. Coniact the applicable state
and local lax deparment as necessary for reporting requirements
and where to file,

E. Filing Returns With the IRS

The IRS strongly encourages the qbl.lallt'g' review of data befara filing
to prevent eroneous notices from being mailed to payees (o
others for whom information is being reporad),

ggw miust file any Form 1088, 1089, 3521, 3922, 5488, or
W-2G with the IRS and you are fling paper forms, you must send a
Faorm 1026 with sach type of form as tha transmittal document. You
must group the forms by form number and submit each group with
as Form 1086, For example, if you file Forms tngﬂa,
1088-A, and 1093-MISC, complete one Form 1096 to ransmit
Forms 1088, ancther for Forms 1089-A, and a third for Forma
1088-MISC, Specific instructions for completing Form 1096 s
included on the form. Also, see Transmitters, paying agents, atc.
below, For infermation about fiing correctad paper refums, Seo part
H on page 6.
__See Pub. 1173 for specifications for private printing of substitute
information retums, You may net request special considaration,
Cinly forms that conform to the official farm and the specifications in
Pub. 1178 are acceptable for filing with the IRS.
Transmitters, ing agents, ete, A transmitter, servics buraau,
paying agent, or disbursing agent (hereafter referrad o as “agent™)
mamn Farm 1086 on behalf of any person required to file
{hereatier referred to as “payer”) if the conditions in 1 and 2 below
are mat.

1. The agent has the authority to sign the form under an agancy
agaoemum (oral, written, or implked) that Is valid under stats law
an

2. The agent signs the ferm and adds the caption “For: (Marma
of payer).”

Signing of the form by an authorizad
payer does nod ralisve the payer of the liabill
ﬁ.l{lg a comect, complete, and tmealy Form 1
refurns,

ent on behalf of the
for panalties for not

& and accompanying

Gen. Instr. for Certain Info. Returns (2010)
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Forms 1008, 1099, 3921, 3922, 5488, W-2G, or acceptable
substiute statements to reciplents issued by a service bureau or
ant should show the same ﬁayar 5 name as shown on he
information retums filed with t
For information about the alection to report and deposit backup
withholding under the agent's TIN and how to prapare forms o the
alaction is meds, see Rev. Proc. 84-33, 1884-1C.B. 502 and the
Instructions for Form 245,
H ing coples. Generally, keep copies of information retuma
ﬂaﬂmm the IRS or have the ability 1o reconstruct the data for
E.T least 3 years, 4 years for Form 1089-C, from the dus date of the
refurns. Koop copies of information returns for 4 viears il backup
wlthhddmg was imposed,
prplng and mailing. Send the forms (o the (RS in a fat maikng
olded). If vou are sending many forms, you may send them in
u:ll'l'.'HnIEI’tﬂ]"SlE‘Bd packagas. On aach 8, write your namea,
numkser the pﬂnkﬂgas consecutively, and place Ferm 1028 In
package number one, Postal regulations reguire forms and
packages fo be sent by Flst-Class Mall,

F. Electronic Reporting

Elactronic raporling may ba required for filing all information refurs
discussed In these Instructions (see Who must file electronically
balow). Different types of payments, such as intarast, dividends,
and rents, mey be reported |n the same submission,

Pub, 1220 provides the procedures for reporting electronically
and is updated annually. Pub, 1220 is available on the IRS wabsite
at wuww.irs. gov.

You can file alectronically tl‘u'c:ru?__f the Filing Inferrmation
<H» Retums Electronically System (FIRE System); howaver, you

must have softwara that can Emdu:a a fila in the propar
format according to Pul, 1220, The FIRE Syatem does not provide
a fill-in farm option for information retum reporing. The FIRE
System operates 24 hours a day, 7 davs a week. You may access
the FIRE Systemn via the Intarnst at hhp:{fire.irs.gov. See Pub.
1220 for more informatson.

Due dates. File Forms 1088, 1098, 3821, 3822, or W-2G
electronically through tha FIRE 3 March 31, 2011, Flle
Forms 5488, 5488-E5A, or 548 by May 31, 2011. See part M

nwn 3 about providing Forms 10598, 1089, 3521, 3922, 5498,
-2G or statements 1o recipients,

Extension of time 1o file. For infermation aboul reguesting an
extension of time to file, sse Extension on page 4.

If yau file alactronically, do nof file the same refums an
papar.

Wha must file elecirenically. I you are reguired lo lile 250 or
mare information returna, you must file electronically. The
2a0-or-maore requirement applles saparataly 1o aach Izpﬂ of form.
For example, if you must file 500 Forms 1 and 100 Forms
10884, you must flile Forms 1008 electranically, but you are not
required to file Forms 1088-A electronically,

The alectronic ﬁlln[g uiramant does not apply if you apply for
and receive a hardsh w ver, Sea How to request a walver from
fillng electronically,

The IRS encouragas yau fo fe alactronically evan tho
you are filing Fa:fgrﬂ‘lﬁ 250 refums. v van

Flllng requirement applies rately to ol Irlﬁs and
comections. The electronic ffing requirame Elapa.raralftn
url?mal returns and cormected retums, Originals an orreclions ar

aggregated to determine whether you are requuad to file
efectronscally. For exarnple, it you lile 400 Forms 1098
electronically and you are making 75 comections, your corrections
can ba fled on paper because the numbar of cormctions for Form
10088 is less than the 250 filing requiremeant. Howewver, if you weare
r|||r5; 250 or more Form 1088 corrections, they would have to be

slactronically.

Reporting incorrect payer name andior TIN. |f a payer
discovers an errer in reportin tthEBr [not recipient) nama and’
or TIM, write a letter to HS.I'E%C containing the following
infarmation:

1. Name and address of the payer,

2. Typs of armor (ncluding the inestrect payer namea/TIN that

Was re-?u :.fa]él'

4. Paysr TIN,
5. Transmiller Gentrol Code (TGC)

Gen. Instr, for Certain Info, Returns (2010)

Office of the State Controller

E. pe of refun,
Flll.imbar I:ILD';. {:as - )
Mg et ror electronid)
Wasgl'adamj Incuﬁ tax withhald?

Eand the letter to IRS— Entamprise Computing Centar— Martinsburg,
Infarmatian F!npaningPngfarn, 230 Murall Drive, Kearmaysville,
Wi 25430, Also see Pub, 1220, Part A, Section B.11.

If & payer realizes duplicate reporting or & large perceniags of
incorract information has been filed, contact the information
reporting customer service site at 1-866-455-7438 for further
instructions.

How 1o get ap) | to file electronically. File Form 2419,
Application for Filing Information Retumns Iacimnu::a]l;.r at lsast 30
days bedore the dua date of the returns. File Farm 4419 for all typas
of ratuma that will be filed electronically, See Form 4418 for maore
informadtion. Onoe you have receied approval, you need not
reapply each year, The IRS will provide a writien reply to the
1"'Ex!lu:r-anl and furthar instructions at the time of approval, usually

In 30 days.
How to request a walver from filing electronically. To receive a
wealver frorm the reguired filing of iInformatian retums aloctronically,
submit Form 8508, Request for Waivar From Filing Information
Returns Electronically, at least 45 days bafore the dwe date of the
returns. You cannot apply for a waiver for mara than 1 tax year at a
time. I you need a waiver for mone than 1 tex year, vou mus!
reapply at the appropriate time each year.

It & wabver for original retuns |s epproved, any comections for
the sama 5 of returns will be coverad undear the waiver,
Howaver, If you submit original retums elecironically but you want
to submit your correclions on paper, a waiver must be approved for
the comaciions if you must file 250 or more comactions.

If you recelve an approved walver, do not send a copy of it o
the service canter where you file your paper returma. Keep the
walver for your resords anly.

Penalty. If you are required to file electronically but fall 1o do so,
and you do not have an wad waivear, you may be subject to a
penalty of $50 per return for fallure 1o file electronically unless you
establish reasonable causs. Howewver, you can file up to 250
reburms an lgapaf. those returns will not be subject to & penalty for
failura to file electronically.

The pana Ipr applies separately to original retums and corrected
#in

returns, Soe i requirement applies separately (o arginals and
corrections, earlier,

G. Paper Document Reporting

If you are required to file 250 or more information returns, see part
F, on page 5.

Follow these guidelines.

1. Although handwritten farms are acceplable, they must ba
completely Ieglhle and accurate to avold processing erros.
Handwritten forms often result in nameTIN mismatches, Uss block
pring, mot script characters. |f you have & small number of forms,
consider confacting an IRS business partner who may be abla to
eraparﬂ them with kitle or no cost to you. See 5. below for detalls.

ype entrias using black ink in 12-point Courier font. Copy A is read
by maching and must be typed clearly using no cormactions in the
data antry fields. Data must ba printad in the middls of the blocks,
wall separated from other I:Iﬂlﬂ]l'lg and yuluallnas Eniries
completed by hand, or using B:c:nﬁ! italic, or proportional spaced
fonts, or in colors ather than black, cannot be read cormectly by
machine. Maks all dollar entriss without the dollar sign, but includa
the decimal paint (00000.00). Shew the cents portion of the monay
amounts. If a box does not E.|:I|:I| leave it blank.

2. Do not entar 0 zaro or’ Klnna" in money ameunt Doxes
when no entry ks required. Leave the boxes blank unlsss the
instructions spacifically mqulrﬁ that you enter a 0 (zera), For
axampls, in 5oma casaes, you must entar O (zera) to make
caormections, See part H on page 6,

3. Do not enter numbser signs (#)—AT 2, not AL #2.

4, Send the entire pa Copy A of your information retums
wilh Foarm 1096 1o the |RS even if some of the forms are blank or
void, Do not use staples on any forms.

5. To locate an IRS business partner who may be able to offer
low-cost or even free filing of certain forme, enter e-fite for Business
Fartners in the Search bex on the homepage of the IRS websits,
WA, Irs. gov.

Multiple flllng: If, after you file Forms 1098, 1089, 3821, 3822,
54588, or W-24, you discover additional forms hat ars raqmmd to
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b filad, fila these forms with & new Form 1096, Do not include
copies or information from praviously fled retums.,

Required format. Because paper forms ara scanned, all Forms

1 and Copies A of Forms 1098, 1088, 3921, 3922, and 5408
must be prepared in accordance with the following instructions. If
these instructions are not followed, you may be sublect to a panalty
of $50 for sach incorrectly filed document,

1. Do not cut or separate Copiss A of the forms that are primted
twio or three to a shesd (except Forms W-2G and 1098-C).
Generally, Forms 1098, 1099, 3921, 3822, and 5488 are printed
twio or three to an B x 11 inch sheal. Form 1096 s printed one to an
8% 11 inch sheet. These forms must be submitted to the IRS on the
& x 11 inch shest. If at least one form on the page ks cormactly
completed, you must submit the entire g. Forms W-2G may bo
separated and submitted as single forms. Send the forma to the
IRS im a flat maiing (not folded).

2, Mo photocopies of any forms are acceptable. Sea How To
Gl Formns, Publications, and Other Assisfance on page 14.

3. Do not stapla, tear, or tape any of these forms, It will interfere
with the IRS" ability to scan the documents. _ ]

4. Pinfeed holes on the form are not acceptable, Pinfeed strips
outside the 8 x 11 Inch area must be removed bafore submission,
without tearing or ripping the form. Substitute forms praparad in
continuous or stip Torm must be burst and stripped to conform to
the size specified for a single shest (8 x 11 inches) befars they are
filed with the IRS.

5. Do not change the title of any box on any farm, Do not use a
form to repor informaticn that s not property reportable on that
farm, If you are unsure of where to report the data, call the
infzrmation rEIEKJI'ﬁI‘Ig call site &t 1-B66-455-7438 (toll frae).

6. Report information only in the aﬁprupriala boxes provided on
the forms. Make only ene eniry in aach box unless ctherwise
indicated in the form's specific instructions.

7. Do not submil any copy other than Copy A to the IRS.

8. Do not wse prior year forma unlass you are reporting prior
year information; do not use subseguent year forms for the currant
par, Because forms are scanned, you must usa the curment year

orm to report current year infermation.

9. Lisa the official forms or substitute forms that mest the
spacifications in Pul, 1179, If you submit sulbstitute forms that do
not meet the eurrent specificatons and that are not scannatda, you
may be subject to a penalty of $50 for each return for improper
farmal

10. Do not uas dollar signs ($) (they are preprinted on tha
farms), amparsands (&), astersks (), commas (,}, or olhar spacial
characters in money amount boxas.

11. Do not use apostrophes (), asterisks {7}, or other special
characters on the payes name ling.

Common errors. Be sure to check your retums to prevent the
following common arrors.

1. Duplicate filing. Do nat send the same infarmation o the IRS
mora than once, Alao ase Mutipls flings on pags 5.

2. Filer's name, addsess, and TIN are not the same on Form
1026 and the attached Forms 1088, 1089, 3521, 3922, 5408, or

W-2G,
4. Decimal point to show dollars and cents omitted. Far
example, 1230.00 is correct, not 1230,

4. Twi or more typas of returns submitted with one Fomm 1096
{for exampla, Forms 1098-INT and 1082-MISC with one Form
1096). ¥ou must submit 8 separate Form 1096 with each type of
ratum,

H. Corrected Returns on Paper Forms

To e corrections for electronically fled forms, sed part F
an page § and Pub. 1220,

If you filed a return with the |RS and later discover you mads an
eFFar on it you must
& Correci it as soon as possible and file Copy A and Form 1006
with your Intermal Revenua Service Center (see part D on page 4),
& Furnish statemants to recipients showing tha corraction.

Whean making a correction, complate all mlormation (see Fitlng
Corrected Retums on Paper Forms on page 7).
* Do not cut or saparals forms that are two or threato & pags,
Submit the entire page even if only one of the forms on the page is
completad.
= Do not staple the forms fo Form 1096.

Office of the State Controller

* Do not send corrected returns to the IRS If you are comrecting
state or local information only. Contact the state or kcal tax
department for help with this type of comaction,

To correct rinformation, see Reporting incorract payer
nama andior TIN on page 5.
Form 1096, Use a separate Form 1036 for each type of return you
are corecting. For the same type of retum, you may use one Farm
1086 for both originals and coractions. You do not noed (o correct
a previously filed Form 1086.
CORRECTED checkbox. Enter an “X" In the corected checkbox
anly whan :on'actln_g a form previously filed with the IRS or
furnizhed to the ignt, Carain amors require two retums to
make the cormactlon. See Filing Corrected Returns on Paper Forms
on page T to determine when 1o mark the “CORRECTED
chackhos,
Account number. If the account number was provided on the
original return, the same account number musat be included on both
tha original and corrected returns to propery identify and process
the correction. If the accournt number was not provided on the
ariginal return, do not include it on the corrected returm. See part L
on page 8.
Recipient's statemenl. You may enter a date next to the
“CORRECTED" checkbose. This will halp tha recipient in the case of
multiple comractions.
Filing corrected returns on plror forms, The srror charts on
page 7 give stiep-by-step instructions for filing cormected retums for
the most fchmntly made errors. They are grouped under Error
Type 1 or 2, Correction of errors may require the submission of
mare than ome relurn, Be sure to read and follow the steps given.

If wou fall to e carrect information relurns o fumish a

correct pa| srarmanth}w may ba subject fo & penalty,

Sae part mpﬂge 11, Reguletions saction 301.6724-1
(redating fo informafion redurn penaities) does nol requine vou fa file
corrected refumns for missing or incorrect TINg If you mes! the
reasonabla cause critera. You are merely required fe include the
corract TIN on the next oniging! retum you are required fo fie.
However, if you do not meet the reasonable cause criterla, 8
reduced penally may be Imposed if the cormected returns are filed
by August 1,

In addition, avan if you mest the reasonable cause criteria, the

1AS enco yvou to fila corrections for incamest or missing TiNs
50 thal the |RS can update the payeas” racords.

I. Void Returns

An KT In the “YOID" box at the top of the farm will not corract &
previously filed return. See part H, on page 6, for instructions for
making erractions.

VOID box. |fa completed or parially complated Form 1088, 1088,
3921, 3922, or 5488 s incorrect and you want to vioid it before
submission 1o the IRS, enter an "X in the "WQ10" box at the top of
the form. For example, if you make an emor while typing or printing
a form, you should vold it The return will then be disregarded
during processing by the IRS. Go to the next form on the page, or
to anct g?e and anter the correct information: but do not mark
the “CORRECTED” box. Do not cut or separate the forms that are
twi or three to a page, Submit the entire page even if only one of
the forms on the pags is a good returm.

J. Recipient Names and Taxpayer

Identification Numbers (TINs)

Reciplent name. Show the full nams and addrass in the seclion
provided on the irfermation return. If payments have been made to
more than one reciplant or the accownt is in more than one nama,
shaw on the first name Ene the name of the reciplent whoss TIN is
first shown on the returmn. You may show the nameas of any othar
individual recipients in the area below the first line, If desired. Form
W-203 filers, see the Instructions for Forms W-2G and 5754,

Sole propristors. You must show tha individuals name on the
first name ling; on the second name line, you rnEliur enfer the "doing
business as (DBA)" name. Yeu may not enter only the DBA name,
Far the TIN, entar either the individual's 55N or tha EIN of tha
EUSEI!‘TM (sola propristorship). The IRS prefers that you enter the

Limited labifity company (LLC). For & single-member LLC
(including & forelgn LLC with a {J.S. owner) ﬂ':a‘t"?a disregarded as
an antity separate from its owner under Reguiations section
301.7701-3, enter the individual's name only on the first name line

Gen, Instr, for Certain Info. Returns (2010)
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Filing Corrected Return on Paper Forms

Idantify tha corraction nesdad based on Error Type 1 o
H on page &.

r 2; then follow the steps to make the corrections and file the formi(s). Also see Par

1

Error Type 1 Correction
Incorrect money amount(s), code, or | A,
checkbox,
ar
| Incorrect address,

| o
| Incorrect payee name,
or

Form 1098, 1099, 3921, 3922, 5408, or W-2G

form.

other inforrmation as per orlgingl return,

1. Prepara a new infarmatien returm,
2, Enter an “¥” in the *CORRECTED” box (and date {aptional)) at the top of tha

3. Corract any recipient information such as money amoun!s and address. Report

A return was filed when one should B. Form 1096
not have been filed. 1. Prapare a new transmittal Form 1088
These emors require only ore return to 2. P‘.I'I:I'ﬂd\':l all requastad information on the form as it appllasl to Part .f., 1and 2.
meke the comection, 3. File Form 1086 and Copy A of the retumn with the appropriate service center,
4, Do not Incluede & copy of the original return that was flled incorrectiy.
Cautlon: i you must correct a TIN andior
a name and addrass, follow the
instructions wnder Ermor 2.
| Error Type 2 Correctlon
Il:lr?"pme TIM (SSN, EIN, QI-EIN, or EIEp ;;Elgentlhr ingorrect relurn 1. Prapare a new information ratumm,
}5‘, suomitea. 2. Enter an"X" in the “CORRECTED" box {and dats
In I, (oplional)) at the top of the form.
ar 3, Enter the payer, reciplent, and account numker
mformation exactly as it appeared on the orginal

Incorrect name and address,
ar

Imeormast ralum; howeaver, antar 0 (zaro) for all monay
amoumns,

Original return filed using wrong type
of return {for exarnple, a Form
1085-01Y was filed when a Form
1088-INT should have beean filed).

Two separate retums are reguired to
rmaka the comaction properdy. Follow all
instructions for both Steps 1 and 2.

Stap 2. Raport cormact information.

A. Form 1088, 1089, 3821, 3822, 5498, or W-2G

1. Prepare & new Information return,

2. Do not enter an®X" in the "CORRECTED" box at
tha top of the form, Propare the new retum as though it is
an original.

3. Include all the comect information an the form
including the correct TIN, name, and address,

B. Form 1086

1. Prepare a new trangmétial Form 1096,

2. Enter the words Filed To Correct TIN,” “Filed to
Corract Mame and Address.” or “Filed to Correct Return®™
in the botlom mangin of the farm.

3. Provide all requestad information on the form as it
applies to the retumns prepared in Steps 1 and 2.

4. File Ferm 1026 and Copy A of the reiurmn with the
appropriate service center,

5. Do not include a copy of the original return that
was filad incomectly.

Gen. Instr. for Certain Info. Returns (2010)
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ard the LLC's name on the second name lins, For the TIM, entar
the Individual's 35N (or EIN, if applicable). Iftha LLC is &
corporation, parinership, elc., enter the antity’s EIM.

Bankruptcy estate, |f an individual (the dabtor) for whom you
ara raguired fo fils an information return (s in Chapter 11
bankrugtey, and the debtor notified you of the bankrupicy estale’s
EIM, report post-patition gross incoma, gross proceeds, or other
reporiable payments on the applicable information return using the
sstate's name and EIN. The deblor should notify you when the
bankruptey 15 closed, dismissed, or converted, so that any
subsequent infarmation returns will be filed with the correct name
arnd EIM. Different rules apply if tha bankry is comverted to
Chapter 7, 12, or 13 of the Bankruptey Code, For additional
pusdanca, see Notice 2006-83, 2006-40 | A.B. 558, available &l
mv.frs.gwﬁrﬂr?ﬂﬂﬁ#ﬂ_mﬁ-'raﬂz.nm.

TINs. TINs are used o associate and verify amounts you report o
the IRS with corresponding amounts on tax etums. Therefore, it is
important that you lurnish correct names, sccial security numbers
[35Nsg), Individuel taxpayer identification numbers (ITINS),
employar identification numbers (EINs), or adoption taxpayer
gamﬂf;alﬂs tion numbers (ATINSs) for recipients on the farms sent to

Requesting a recipient’s TIN. If the racipient is a U.5. person
including a U.S. residant allen), the IRS suggests that you request
the recipient complete Form W-3, Request for Twr
Identification Number and Certification, or Form W-85, Request for
Student's or Borrower's Ta.tga.yrar Idantification Murmbar and
Cartification, if appropriate, See the Instructions for the Requester
ol Form W-8 for more information on how lo request a TIN,

if the reciplent is a foreign person, the IRS suggasts that you
request the recipient complate the approprigte Form W-8. See the
Insiructions for the Requestar of Forms W-BBEN, W-BECI,
W-BEXP, and W-BIMY.

L5, resldant aliens who raly on a "saving clausa” of a fax

trealy are fo complgte Form W-3, not Form W-8BEN. See

Pub. 515, Withhalding of Tax on Nonresidant Alfens and
Foraign Entities, and Pub. 518, U5, Tax Guide for Alisns.

You may be subject to 2 penalty for an incormect or missing TIN
on an information return. Ses part O on page 11. You are required
1o maintain the confidentiality of information ebtained on a Form
W-8AW-95 relating to the taxpayer's idanti 1linl:ilud'r|g 35Ns, EiNs,
ITIN=, and ATIMs), and you may use such information only to
comply with the tax laws.

If the reciplent does not provide a TIN, wave the box for the
@ recipient’s TIN blank on the Form 1088, 1083, 3827, 3822,

54598, or W-2G. Only one recipiant TIN can be anlerad on
the form, Backup wilttholding may apply; see parf N an page 11,

The TIN for individual recipdents of information returns is the
S50, ITIN, or ATIM. See the information about sole proprieters on
page &. For olher recigients, including corporations, partnerships,
and estales, the TIN is the EIN. Income reporable after the death
of an individual must reflect the TIN of the payee, that is, of the
aslate or of the surviving joint owner, For mora information, see
Persanal A tative in Pub. 559, Survivors, Executors, and
.&.dmlr:ils'lramrs. For LLCs, ses the information an LLC beginning on
page 6.

S5SMs, ITINs, and ATINs have nine digits separated by two

hens [000-00-0000), and EINg have nine digits separated by
only ona fyphen (00-0000000),

Electronic submission of Forms W-9, Requesters may establish
a system for payees and payees' agents to submit Forms W-8
elactroniczlly, including by fax. A requestar is anyone required fo
file an informalion return., A payee is anyone required to provide a
TIM 1o the requaster,

Payee's agenl. A payee's agent can be an investmant advisor
{corporation, parnership, or individual) or an Infroducing brokes. An
investmant advisor must be registered with the Securities
Exchange Commission (SEC) undar the Invesiment Advisars Act of
1940, The Introdu broker is a broker-dealar thal is reguiated by
the SEC and tha Matlonal Assoclation of Securities Dealers, Inc.,
and that Is mot a payer. Excepl for a broker whe acts as a payee's
aﬁam far “readily tradable instruments.” the advisor or Droker must
show in writing to the r that the payee authorized the advisor
of proker to transmit Form W-8 1o tha payar.

Generally, the electronic system must

1. Ensure the information recelved is the information sent and
document all occasions of user access that result In the
submission.

Office of the State Controller

2. Make reasonably certain the person accassing the system
and submitting the form is the parson identified cn Foarm W-8.

3. Provide the sama Informaticn as the paper Form W-3.

4, Be able to supply a hand copy of the slactronic Fom W-3 if
the IRS requests it.

5. Require as the final entry in the submission an alactronic
signature by the payes whose name is on Form W-9 that
authanticates and verifies the submiasion, The elactronic signatura
must be under penalties of parjury and ma_gar]uw' statement must
contain the language of the paper Form W-3,

For Forms W-8 thal are nol required fo be signed, the
eleclronic system need not provids for an elecironic

signature or a perjury stalement.

Additional requirements may apply. See Announcement 98-27
that is availabda on page 30 of internal Revenue Bulletin 1988-15 at
ww. Ira. govipuhirs-i B-15,pdf and Announcement 2001-91,
which is available on page 221 of Internal Revenue Bulletin
2001-36 at mw.ﬁgﬂnﬁh’fr&im%ﬂ?-ﬂﬁm

Electronic submission of Forms W-95. Ses the Instructions for
Forms 1088-E and 1088-T.

K. Filer's Name, Identification Number,
and Address

The TIM for flers of information retumns, including sole propristars
and nominees/middlamen, is the EIN. However, sole proprieiors
and nomineeas/middiemen who are not atherwise required to have
an EIN should use their S5Ms. A sols proprietor 5 nol reguired 1o
hawve an EIN unless he or sha has a Keogh plan or must file excisa
ar @m ment tax returna. Ses Pub. 583, Staring a Business and
Keeping Records.

Thea filer's name and TIM should be consistant with the name
and TIN used on the filer's other tax retuns. The nams of the filer's
paying aﬂ;.;ﬂ or servics bureau must not be used in place of the
names of filar.

For a single-member LLC {including a forelgn LLC with a U.S.
ownes) that (s disregarded as an entity separate from its ownar
undsr Regulations section 301.7701-3, enter the individual’s name
only an the first name line and the LLC's name on the second name
line. For tha TIM, anter the individual's S3N (or EIN, if applicable). if
the LLC is a corporation, parinership, atc., enter the entity's EIN.

If you do not have an EIN, you may apply for one online. Go to
the IKS website www.irs.gov and under Online Senvices click on

ply for an loyer Identification Mumber (EIN) Online. You may
alzo apply by calling 1-800-820-4033 or by faxing or mailing Form
55-4, lication for Employver Identification Mumber, to the IRS.
See the Instructions for Form 55-4 for more information.

Enter your street address Including the room, suite, or othar unit
mumber on the forms.

L. Account Number Box on Forms

Use the account number box on Forms 1088, 1093, 3321, 3822,
and 5438 for an account number designation. The account number
Is requirad if you have multiple accounts for a recipien for whom
you ara fiing more than one infarmation retum of the same 3
Additlenally, the IRS Enmum.gaa;‘ou to include the recipient’s
account number on paper forms i your systam of records uses the
account number r than tha name or TIN for idantilication
purposss. Also, the 183 will Include the account number in future
netices to you about backup withholding. Sea Pub, 1220 you are
filing electranically.

The account number may be a checking acsount numesar,
savings account number, sarial number, or anT othar numbar you
assign to the payea that is unique and will distinguish the specific
account. This number must not appear anywhera else on the fom,
and this bex may net be used for any other item unless the
separate instruclions indicate siherwlse. Using unique account
numbsers ensures that corectad infarmation raturms will ba
procassad accurataly,

If you are using window envelopes to mail statements o
reciplents and using reduced rate mail, be sure the account number
does not appear in the window. The Postal Service may not accept
s for reduced rate mail.

Gen. Instr. for Certain Info. Returns (2010)
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M. Statements to Recipients (Borrowers,
Debtors, Donors, Insureds, Participants,
Payers/Borrowers, Policyholders,
Students, Transferors, or Winners on

Certain Forms)

:fw',ruu are required to file Forms 1098, 1098, 3821, 3822, 5438, o
-2, you must also furnish statements to reciplents containing the
Information furnished o the IRS and, in some cases, addilional
inforrnation, Be sure that the statements you provide to recipients
are clear and legible,

Substitute statements. I you are net using the official IRS form
to furnish stalements to recipients, sea Pub. 1178 for speciic rulss
about providing "substitute” statements to recipients, Generally, a
substilute is any statement other than Copy B of the official form.
¥ou may develop them yourself or buy them from a private printar,
Howevar, the substifules must comgply with the format and content
requiraments specified in Fub. 1173 that Is available on the IRS
websita at www.ing gov,

Telephone number. You are required to include the telephone
number of @ person to contact on the following stataments to
recipients: W-2G, 1088, 1028-C, 1095-E, 1 T, 108%-A, 1085-B,
1085-C, 1093-CAP, 1088-DIV, 1088-G (sxcluding state and local
Income tax refunds), 1088-H, 10298-INT, 1088-LTC, 1088-MISC
(exciuding fishing boat proceeds), 1088-010, 1099-FATR, 1089-Q,
and 1098-5. You may include the telephone number in any
conspicuous place on the statements. This number must provide
direct access to an individual who can answer questions about the
statement. Alhough not required, if you report on other Forms 1089
and 5488, you ars encouraged to furnish telephone numbsers.
Truncating payee identification number on paper payee
statements (Forms 1088 series, 1099 series, and 5498 series).
Motice 2009-93 aflows filers of Information retums in the Form 1098
serias, Form 1099 saries, and Form 5498 series o truncate an
Iindividual payee's SSM, ITIN, or ATIN on paper payee statermenis
for tax years 2009 and 2010, Filers may truncale a payes's
identification numbsar on the payea stalemeant {including substitube
and composile substitute statements) furnished 10 thi payee In
papar form anly. Genarally, the payes stalement is that copy of an
information retum designated "Copy B” on the form. A "payes” |s
any person who is requirad to recense & copy of the information set
farth an an inlormation return by tha filer of the return. For somda
lorme, the term "payse” will reler to beneficlary, borrower, debtor,
insured, participant, payer, policyholder, recipient, sharehoider,
studen, or transferor. [ a filer truncates an identification number on
{.‘clzy B, other coples of the form furnished fo the payes may also
include & truncated number.

A filer may not truncate a payee's idantificalion nurmber on any
forms filed with the IRS or with slale or local governments, on any
paysa statement fumished electronically, or on any paswa
statement not in the Form 1038, Form 1098, or Form 5498 serias,
A filar's identification number may not be truncated. Algam's
ehrgflu'yar identificaticn numbser may not be truncated, Further, note
that Form 1098-C is excluded from the scope of Natica 2005-93 as
Caopy B |s an acknowledgement to a donor and not & payes
statemant. To truncale, replace the first 5 digits of tha 3-digit
number with asterisks (*) or Xs (for examphe, an SSN 00-K-000

muldx?!:paar on the paper payee statement as ***=""-x000( 0f
MR )

Motice 2009-83, 2005-51 |,R.B. 863, is available al www.irs.gow’
irb2009-51_IRBar 1 OLhtmi.
Rules for furnishing statements. Different rules apply io
furnishing statements fo recipients depending on the type of
payment {or other information) you are reporting and the form you
are filing.

if you are raporting a#aymem that includas noncash
@ prapaa?‘, show the fair market value of the proparty af the
fime of paymeant. Although, generally, you are not required
to repor! payments smalisr than the minimum described for 8 form,
you may prefar, for econoaty and own conveniance, fo file
Copies A for all payments. The IRS encouragas this,

Aepord (he type of payment information as described neod for;
(&) Dividend, interest, and royally paymants; (b) Real estale
transactions; and (c) Other infarmation.

Dividend, interest, and royalty paymenis. Furfngmms of
dividends under section B042 (reported on Form -DIVY,
patranage dividenda under section G044 (reporied on Form
1089-PATR), interest {including odginal Bsus discount and

Gen. Instr, for Certain Info, Returns (2010)
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tax-exampt int under saction 5048 (reported on Form
1089-INT or 1099-01D), or royalties undar section BOSON (reporied
an Form 1088-MISC or 1089-5), you are required to furnish an
official IRS Form 1092 or an acceptable substitute Form 10880 a
reciphent either in parson, by First-Class Mail to the recipient's last
krown address, or electronically (see Electronic raciplent
statements on page 10). Slalements may be sent by intracifice mail
if you use intraoffice mall to send account information and other
comaspondence to the racipiant.

Staternent mailing requirements for Forms 1089-01V,
1099-INT, 1088-0ID, and 1089-PATR, and forms reporting
royalties only. Tha following statement mailing reguiraments
aggg m;y for Forms 1083-D1V {except for section 404(k) dividends),
1 IN {Mdpt for interest reportable in the course of your Irade

or business under asction 6041}, 1088-010, 1089-PATR, and
timber ies reponed under section 050N (on Form 1083-MISC
or 1088-5), The mailing must contain the official IRS Form 1098 or

an acceptable substitute and may also contain the followi
enclesures: (&) Form W-2, applicable Form W-8, Form W-9, or
other Forms W-20G, 1098, 1099, 3321, 3922, and 5408 staterments;
(b} & check from the account being reparted; (<) & latier explaini

why no check is enclosed; (d) a statemant of the person’s accoun
shown on Forms 1098, 1098, 3921, 3922, or 5498; and () a letter
explaining the tax consequences of the information shown on the
recipisnt statament.

A statamant of the person's account (year-end account
summeary) that you are permitted to enclose in a statemant mailing
may include infarmatien similar to the following: (a) the partof a
mwtual fund distribution that is interast on U.S. Treasury
obligations; (b) acerued Interast expense on the purchase of a debl
obligation; (c) the cost or other basis of securities and the gain/
loss on the sale of securities.

Mo additional enclesures, such as advertising, promoficnal
material, or a guarterty or annual report, are permitted, Even a
sentance or hwo on the year-end statement describing new sanvices
olfered by the payer is not parmitted. Logos are perm an the
envelopes and on any nantax enclosures. Sas Motice 36-62 which is
avallable on page & of Internal Revenue Bullatin 1596-48 at www,
irs. govDUbirs s b -4, o,

A recipient statemant may be parforated to a check orto a
statement of the recipient'a ific account. The check or accoumnt
statement to which the reciplent statemeant is perforated must
contain, in bold and conspicucus type, the lagend “Impartant Tax
Return Document Attached.”

The legend "Important Tax Retum Document Enclosad” must
appaar in a bold and conspicuous manner on the outside of the
envelope and on sach letler explaining why no check s enclosed,
or on each check or account statemeant that is not pardorated o the
recipient staternent. The legend is not requirad on any tax form, tax
statermnent, or permitted letter of tax consequences included in a
statement mading. Furthar, you need nat pluralize the word
“document” in the legend simply because more than one recipiant
staterment is anclosad.

If you provide reciplent statemenis in a “separate ma.mg "

that comtains only recipient statements, Forms W-8 a

W-3, and a lefter explaining the tax consequences of fhe
Information shown on a { stalerment includad in the
envelops, you ane nol fo Inciude the legend “Imporiant Tax
Retumn Documant Enclosed” on the envelape.

Substitute forms. You may furnish to the recipient Copy B of
the official IRS form, or you may usa substitute Forms 1092-DIV,
1089-INT, 1088-01D, or 1089-FATR, If they contain the same
language as the officlal IRS forms and they comply witih the rules in
Pub. 1179, relating 1o substitute Forms 1029, Applicable box titles
and numbers must be cla idantifiad, using the sama wording
and numbering as he officlal IRS form. For information on
substitute Forms 1088-MISC, sae Other informmartion on page 10,
For Forms 1099-5, see Real esfafe transaciions, balow.

AN substifute statements fo reciplents must contain ihe tax
@ r, farm number, and form name prominsnatly displayad
ther in one area of the statement. For example, they
cotild ba shown in the upper right parf of the slatermant.

If you are using substitutes, the IRS encourages you 1o use
boxse so that the substitute has the appearance of a form. The
subsiitute form must contain the applicable instructions as on the
front and back of Coﬁ{ B (in the cage of Form 1099-R, Copies B, C.
and 2) of the official IRS form. Sea Pub. 1178 for additional
requirements and cedain *composgite” statements that are
permitied,

Real estate transactions. You must furnish a statemant fo the
transferor containing the same information reported to the IRS on
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