                                                                                Draft Completed: February 1, 2003

                                                                                                Approved:            March 5, 2003

                                                                                                Adopted:  



                                                         Revised:
April 13, 2009


TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

1099’S

General 

The Technical College System of Georgia System Office and all of the Technical Colleges shall follow the guidelines established by the Internal Revenue Service for all 1099 transactions. The 1099 guidelines are updated annually and posted on the Internal Revenue Service’s website at: http://www.irs.gov/pub/irs-pdf/i1099m03.pdf


The Technical College System of Georgia System Office and each Technical College should require all vendors to complete the IRS form W-9 before conducting business with the vendor. The completed forms should be retained and filed by the initiator. Instructions related to the form can be found at http://www.irs.gov/pub/irs-pdf/iw9.pdf and the W-9 form is located at: http://www.irs.gov/pub/irs-pdf/fw9.pdf
Additional IRS references can be found at: http://uscode.house.gov/title_26.htm
TITLE 26 – INTERNAL REVENUE CODE 

Subtitle F - Procedure and Administration

CHAPTER 61 – INFORMATION AND RETURNS

Subchapter A - Returns and Records

PART III – INFORMATION RETURNS

Subpart B - Information Concerning Transactions with Other Persons

Section 6041 - Information at source

IN SUMMARY - The Internal Revenue Code requires that all persons engaged in a trade or business and making payment in the course of such trade or business to another person of rent, salaries, wages, premiums, annuities, compensations, remunerations, emoluments, or other fixed or determinable gains, profits, and income of $600 or more to file a return according to the regulations prescribed by the Secretary.  Non-profit organizations are considered to be engaged in a trade or business and are subject to the reporting requirements.  Payments by Federal, state, or local government agencies are also reportable.  There are exceptions (generally, payments to a corporation, payments for merchandise, scholarships or fellowship grants, wages paid to an employee, etc.) to these reporting requirements.  One should refer to the Internal Revenue Code for questions regarding exceptions to the reporting requirements.

Procedure
1. The initial step in 1099 processing is to establish appropriate vendors as 1099 applicable in the Maintain Vendor panel.  Once a vendor is marked 1099 applicable, then all lines for a voucher to that vendor are marked 1099 applicable.  If need be, a voucher line can be deselected as 1099 applicable via the 1099 button on the Invoice Header panel.

2. It is the responsibility of the Technical Colleges and the System Office to maintain the integrity of their 1099 information.  Two reports are available upon request for reconciling 1099 information; a 1099 Detail Report and a 1099 Summary Report.  The Detail Report lists all 1099 applicable vouchers that have not been updated to the 1099 Ledger.  These vouchers can be selected or deselected as 1099 applicable if necessary.  The Summary Report provides a list of the vendors in vendor name order and the 1099 codes/amounts from the 1099 Ledger. Once a voucher has been posted to the 1099 Ledger, it can only be adjusted via a 1099 adjustment panel (Go-Administer Procurement-Maintain Vendors-Use-1099 Adjustment).  The 1099 adjustment panel allows users to adjust the overall 1099 balance for a vendor at the business unit level, or to apply an adjustment to a specific voucher. 

3. The 1099 Ledger is updated three times during the year; once in August, again in early January and a final update in mid January.  After the final update, Agencies are given one more day to make any corrections.  Forms are then printed to be mailed out by the end of January.  Corrections made after print date, but before the IRS electronic file is created, will reflect on the IRS file but a new form will not be printed.  Corrected forms must be typed and mailed by the Agency. Blank forms can be found at: http://www.irs.gov/formspubs/lists/0,,id=97817,00.html
