How to Quickly Identify Your 1099-MISC Payments
By Irene Wachsler, CPA
By Jan. 31, all nonprofits must submit a completed Form 1099-MISC to any individual, as well as any
lawyer or law firm, to whom they paid $600 or more for services during the previous calendar year – or
face financial penalties imposed by the Internal Revenue Service.
As a general practice, it is recommended that you obtain a completed W9 from service providers before
you pay for their services. It is also recommended that organizations withhold payments until they receive
a W-9.
(Remember that, in order to comply with the Mass. Data Privacy Law, all W9s must be stored in a locked
area. If you are storing this information on your computer, then that computer must be encrypted.)
7 Easy Steps in Collating the Necessary Information, Using Quickbooks
Step 1
In QuickBooks, under the menu Reports/Company & Financial, select the Balance Sheet Standard
report.

Step 2
Change the Balance Sheet date to as of 12/31/2013

Step 3
Double-click on the amount that is shown for your bank account that your nonprofit organization uses
to pay its bills.

Step 4
The Transactions Account Report Window should pop up. Change the date range from 1/1/2013 to
12/31/2013

Step 5
Export the Transactions by Account Report to MS Excel from the drop down menu Excel/Create
New Worksheet (under the Transaction Account Report – see above picture)

Step 6
In Excel, sort the data in the newly created spreadsheet by Vendor name and then by date. The Sort
feature can be found under Home/Sort:

Step 7
After you are have finished sorting the data, use the Excel subtotal feature (Data/Subtotal) and Excel
will automatically total the amounts that your organization paid to each vendor.

You’re finished! Review the totals and determine who you paid $600 or more to the calendar year.

If an Organization Does Not Comply with the Form 1099-MISC Reporting Requirements…
If a business, including a nonprofit organization, fails to provide the required informational returns, the
organization could face a $50 penalty for each informational return. This penalty could be doubled if the
IRS believes that the organization’s failure to comply is intentional.
There is also a $50 penalty for each informational return that contains either incomplete or incorrect
information.
Lastly, the IRS will assess interest on the above penalties. Failure to comply may result in the
Organization owing thousands of dollars to the IRS.
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