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JOHN C. GRUEL, CPA

BRIAN D. NOFZINGER, CPA

JAMES A. PARKER, CPA

4196 WEST MAPLE AVENUE
ADRIAN, MICHIGAN 49221

517/263-5788

800/272-1722

FAX: 517/265-5293
2011 FORMS W-2 and FORMS 1099
To assist our clients in meeting IRS stringent requirements about subtotals, erasures, white-outs, etc. for 2011 W-2 forms and 1099 forms, we offer a computerized printing service.  The fee structure is as follows:

PRICING INFORMATION FOR FORMS W-2/W-3 AND FORMS 1099/1096
First 5 forms

$ 16.00 each (MINIMUM CHARGE $75.00)

Next 50 forms

$ 9.00 each

All additional forms
$ 8.00 each

If you would like to take advantage of this service please visit our website at www.cpas1.com, click on Year End Payroll to access instructions and an excel spreadsheet.  If you use software from QuickBooks or Peachtree for processing your payroll, you can provide us with a backup copy that we can import into our software program.  Please complete the checklist and return it to us no later than January 18, 2012 to ensure timely processing of your forms.  If you have any questions, please call Kara Harris or Jennie Buechele at 263-5788 or e-mail at kara@cpas1.com or jennie@cpas1.com.

Effective for the 2011 reporting year we will no longer be printing the filing copies of W-2/W-3 forms for the Social Security Administration.  We will be filing those electronically at no additional charge, however, if you would like a paper copy to mail there will be an additional fee.
INSTRUCTIONS FOR 2011: 
Filling out the excel spreadsheet will enable us to verify the information, edit and print your W-2’s and/or 1099’s.  The spreadsheet has been designed to follow the order in which the information will be imported into our computer.  The excel spreadsheet information must be in columns as outlined in the spreadsheet to allow proper importing into our program.
Detailed below are instructions for filling out the spreadsheet.  All information should be PRINTED CLEARLY.

NOTE: IF YOU HAVE EITHER TIPS SUBJECT TO FICA AND MEDICARE OR ADVANCE EARNED INCOME CREDIT PAYMENTS, DO NOT USE THIS FORM.  CALL KARA OR JENNIE AT 263-5788 AND WE WILL PROVIDE THE PROPER FORM.

COMPANY INFORMATION

COMPANY NAME:  Should read the same as your federal deposit coupon

ADDRESS:  Up to 2 lines

FEDERAL ID AND STATE ID:  These are generally the same number

NUMBER OF EMPLOYEES:  Total number of 2010 W-2’S that we will print
EMPLOYEE INFORMATION

NO:  Start at number 1

EMPLOYEE NAME:  Should read the same as social security card

EMPLOYEE ADDRESS:  Use two lines and be sure to include zip code

SOCIAL SECURITY NUMBER:  Format should be:  XXX-XX-XXXX                                                                                

STATE:   Enter the 2-digit state code

Box 10:  Is used to report dependent care benefits

Box 12:   Is used to report various items and amounts to the employee and the IRS.

Listed below are the allowable codes and their descriptions.

A  UNCOLLECTED SOCIAL SECURITY TAX ON TIPS

B  UNCOLLECTED MEDICARE TAX ON TIPS

C  COST OF GROUP TERM LIFE INSURANCE COVERAGE OVER $50,000

D  SECTION 401(k)

E  SECTION 403(b)

F  SECTION 408 (k) (6)

G  SECTION 457 (b)

H  SECTION 501 (c)(18)(D)

J   NONTAXABLE SICK PAY

K 20% EXCISE TAX ON EXCESS GOLDEN PARACHUTE PAYMENTS

L  SUBSTANTIATED EMPLOYEE BUSINESS EXPENSE (Federal rate)

M  FORMER EMPLOYEES AND RETIREEES UNCOLLECTED SOCIAL SECURITY

     TAX ON COST OF GREATER THAN $50,000 GROUP TERM LIFE INSURANCE

N  UNCOLLECTED MEDICARE TAX ON GROUP-TERM LIFE INSURANCE GREATER

     THAN $50,000 FOR FORMER EMPLOYEES

P  EXCLUDABLE MOVING EXPENSE 

Q  NONTAXABLE COMBAT PAY

R  EMPLOYER CONTRIBUTIONS TO A MEDICAL SAVINGS ACCOUNT (MSA)

S  EMPLOYEE SALARY REDUCTION CONTRIBUTIONS TO A SECTION 408 (p) SIMPLE

T ADOPTION BENEFITS

V INCOME FROM EXERCISE OF NONSTATUTORY STOCK OPTIONS

W  EMPLOYER CONTRIBUTION (INCLUDING EMPLOYEE CONTRIBUTION THROUGH A CAFÉ PLAN) 

      TO AN EMPLOYEE HEALTH SAVINGS ACCOUNT (HSA)

Y  DEFERRALS UNDER SECTION 409A NONQUALIFIED DEFERRED COMPENSATION PLAN

Z  INCOME UNDER SECTION 409A ON A NONQUALIFIED DEFERRED COMPENSATION PLAN

AA DESIGNATED ROTH CONTRIBUTION UNDER A SECTION 401 (k) PLAN
BB DESIGNATED ROTH CONTRUBUTIONS UNDER A SECTION 403 (b) PLAN

Box 13:  Check which applies.  If you are unsure whether any of these items apply to your employees, please call Kara for assistance.

Box 14:   May be used to report any other information to your employees.  Examples are amounts contributed to an employee pension plan, union dues, health insurance premiums deducted, payroll savings, life insurance, etc.  An abbreviated description should be entered in the Box 14 code.
The next 5 columns are for state taxable wages and withholdings as well as local taxable wages and withholdings.  
Enter amounts in dollars and cents but do not use a dollar sign or comma    (i.e.: 1567.89).

After all the information has been entered in each column, we ask that you total each column for which a TOTAL BOX has been given. You don’t need to sub-total each page, but we do need a GRAND TOTAL OF ALL INFORMATION which we use to verify that the information we import agrees with the information that you provide.  THE GRAND TOTAL AMOUNTS YOU PROVIDE MUST AGREE WITH THE QUARTERLY 941 REPORTS SUBMITTED THROUGHOUT THE YEAR TO THE IRS.  If your grand totals do not agree, this will result in W-2’s being printed and reported incorrectly.  You may incur additional charges for re-printing of W-2’s.
Complete the checklist and the spreadsheet and email to Jennie or Kara as attachments.

NOTE: IF YOU CHECK BOXES FOR GREATER THAN $50,000 GROUP TERM INSURANCE, 401(k), 403 (b) OR MOVING EXPENSES, BE SURE TO ADD THE APPROPRIATE AMOUNT TO YOUR TAXABLE WAGES COLUMN.  IF YOU PROVIDE A COMPANY AUTOMOBILE, PERSONAL USE MUST BE ADDED TO THE TAXABLE WAGES COLUMN AND TO BOX 14
IF YOU WOULD LIKE A PAPER COPY OF THE INSTRUCTIONS, CHECKLIST AND SPREADSHEET SO YOU CAN FILL IN THE INFORMATION WE WILL BE HAPPY SEND A COPY UPON REQUEST.   IF YOU NEED ASSISTANCE IN FILLING OUT THESE FORMS, PLEASE CALL 263-5788 OR E-MAIL KARA HARRIS AT kara@cpas1.com OR JENNIE BUECHELE AT jennie@cpas1.com. 
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