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Tax Reporting Information for 2008

At the end of each tax year OSF prints IRS tax forms for agencies and submits this information to the IRS.  Regulations generally require the agencies to distribute the tax forms to recipients by January 31 of the subsequent year.  So within a narrowly defined time period, OSF and agencies must coordinate the transmission of data and distribution of the printed forms.

In early December, 2008, colleges and universities were provided a specialized packet of information regarding IRS Reporting for Higher Education institutions.  The following information applies to all state agencies as well as colleges and universities.  The issues that were addressed in the specialized packet of information remain applicable and are not included in the list below.

W-2 and 1099 Pick-Up Instructions

OSF will have W-2s and 1099s ready for release on January 20, 2009.  Agencies may pick up the forms from OSF, Room 122, at the State Capitol Building.  If an express mail service or courier is to be used, please notify OSF with the necessary information.  If the forms are not picked up by 3:00 PM, January 23, 2009, OSF will mail them through the normal process.  

Parking and Security Issues

Please note, all personal property is subject to search and metal detectors have been installed at all entrances of the Capitol.  Those who have dollies or carts should contact Capitol maintenance at 405-521-2101 to verify which entrances are available to enter the building.  Parking is limited to visitor parking on the south side of the Capitol or in the visitor lot on the east side of the Lincoln Boulevard (access to the Capitol through the tunnel under Lincoln Boulevard).  Expect to walk a distance from either location.

Envelopes

The format for the W-2 forms will be the same as that used last year.  Envelopes that fit the 2007 W-2 forms should fit the 2008 W-2 forms.

The format for the 1099 MISC forms is the same as last year.  The forms will have three sections with the top 1/3 and the middle 1/3 of the page containing the two copies of the form.  The bottom 1/3 of the page will include instructions and a mailing address.  To view the new 1099 forms and envelope information go to: http://www.1099express.com/laserforms.asp.  Click on View for 1099 Misc on blank letter size paper.  This is an example of the 1099 form and can be printed directly from there for measuring your envelopes.  The vendor also specifies that either the standard no. 9 or 10 envelopes will work.

Sample printed forms of the PeopleSoft W2, Legacy W2 and 1099 MISC can be provided if requested.

2008 – 1099 Report 

A 1099 report is available for agencies to run in the PeopleSoft system at any time.  This report will reflect the 1099 data from PeopleSoft vouchers.  This report should be reviewed and corrections submitted to OSF as soon as possible.  A final report should be processed by agencies by January 2, 2009.  The report can be run prior to December 31 if the agency will not be making any more 1099 reportable payments.  All corrections to the listing must be returned to Beth Brox at OSF by January 6, 2009.

The 1099-MISC forms require a phone number for the payor. The program will search our agency database and insert the phone number for the finance officer of the agency.

1099-MISC Reporting for ASA Accounts and P-Cards

Agencies are required to submit data for compliance with 1099 reporting on Agency Special Accounts (ASA).  The Office of State Finance is working with Bank One to accumulate all purchase card transactions (P-card).  Any payment which would have been recognized in treasury funds as an expenditure subject to 1099 reporting should be included in the submitted file.

1099 File Format – Outside Agencies

The format of the file was changed to Excel spreadsheet for 2006.  The format remains the same for 2008.  Due to the sensitive nature of the data, please hand-deliver a diskette to OSF in the new file format.  Agencies can submit a test file at anytime.  Final information is due January 6, 2009.  

The following links contain the instructions and file format information:

· Instructions - http://www.ok.gov/OSF/documents/1099Instructions_12022008.doc 

· Cross-Reference Object Codes

http://www.ok.gov/OSF/documents/1099OutsideAgencyCrossReference_12022008.xls
· 1099 Detail File Format - http://www.ok.gov/OSF/documents/1099Detail_12022008.xls

OSF Contact Information

Listed below is contact information for OSF personnel working on the IRS reporting project for tax year 2008.  The fax number is 405-521-3902.

· Lisa Raihl, Accounting and Reporting Analyst – (405) 521-3258; lisa.raihl@osf.ok.gov

· Jean Hayes, Payroll Compliance Officer – (405) 522-6300; jean.hayes@osf.ok.gov
· Beth Brox, Accounting Technician – (405) 522-1099; beth.brox@osf.ok.gov

· Jennie Pratt, Accounting and Reporting Supervisor – (405) 521-6160; jennie.pratt@osf.ok.gov

Payroll - End of Calendar Year 2008

December 19, 2008 - 
Last day refund of taxes due to overpayments can be returned to agencies. (See article below)

December 29, 2008 - 
Last day OSF will process payrolls for calendar year 2008.  The electronic payroll system will close at 2:00 pm for the transfer of payroll.  All payrolls for both systems must be delivered to OSF by 2:00 pm on this date. 

Any Legacy system payrolls received but not processed will be voided out of the system and must be resubmitted on or after January 2, 2009 with new claim numbers and new rates.

December 29, 2008 - 
Backup withholding payments from agencies must be received by OSF. (See article below) 

January 2, 2009 - 
On January 2, 2009, at 12:00 noon, OSF will begin processing payroll.  

January 6, 2009 - 
Payroll warrant cancellations for calendar 2008 must be received at OSF by January 6, 2009.  Any 2008 payroll cancellations received after January 6, 2009 will require a corrected W-2.  

February 2, 2009 - 
Deadline for delivering W-2 forms to employees.

February 20, 2009 - 
Last date to submit corrected W-2 forms.  (See article below.)

Payroll - Calendar Year 2009

Listed below is information necessary for payroll processing in calendar year 2009.

December 31, 2008 -
Form W-5 expires (See article below.)

January 2, 2009 -
OSF will begin processing payroll at 12:00 noon for 2009 warrant pay dates.

January 12, 2009 - 
Payroll cancellations with 2009 pay dates can be processed (See article below)

Withholding Fund - 
Payrolls processed after January 1, 2009 will continue to post withholdings to the 994 class (fund number), which is the same as in 2008.

February 6, 2009 -
Form W-4 with exemptions expires. (See article below.)

Agency Address Verification

Please verify the correct agency address is being used on the payroll system.  The agency address can be found on the Employee’s Earnings Statement.   If the address is not correct for the agency, this will need corrected before year end processing of tax forms.  For PeopleSoft agencies, please contact the OSF office Helpdesk to have the agency’s address updated in the payroll system.  For those agencies not on PeopleSoft (Higher Education), please contact OSF, Lisa Raihl at 405-521-3258.

Refunds of Taxes for Overpayments to Employees (Form 94)

The last day agencies can submit requests for refunds of 2008 payrolls related to employee overpayments is December 19, 2008.  Refunds cannot be returned to the agencies after this date.  Corrections due to overpayments will still be posted to the employee’s W-2 information for requests submitted through January 6, 2009.

Backup Withholding

Agencies that have collected backup withholding on miscellaneous claims need to submit payment to be received by OSF prior to December 29, 2008.  Make checks payable to the State Contribution Fund (Vendor 0000000467, ADDR # 002, LOC # 0002)

Correcting W-2s 

Corrected W-2 forms must be delivered to OSF by February 20, 2009. Please send the original W-2, a copy of the corrected form, and a letter explaining why the correction is needed.  If the correction is due to a statutory canceled warrant which is not to be replaced, please also send a letter asking that the warrant not be replaced.  Note:  Because a warrant has been canceled by statute is not a reason for such a W-2 correction.  If it was a valid payroll payment, the employee is still entitled to a replacement warrant, therefore, the W-2 reporting is proper.

2009 Payroll Warrant Cancellations

Even though OSF will not be able to process 2009 payroll cancellations in the Legacy system before January 12, 2009, agencies should submit the paperwork on direct deposits as soon as the request is known.  This will allow the Treasurer’s office to begin the process of collecting the money.

2009 Rates & Maximums

(Year 2008 rates are provided for comparison purposes)

	
	2009
	2008

	FICA (Social Security) Withholding Rate
	6.2%
	6.2%

	FICA (Social Security) Gross Maximum
	$106,800.00
	$102,000.00

	FICA Annual Maximum Withholding
	6,621.60
	6,324.00

	MQFE (Medicare) Withholding Rate
	1.45%
	1.45%

	MQFE (Medicare) Gross Maximum
	No $ Max
	No $ Max

	MQFE Annual Maximum Withholding
	No $ Max
	No $ Max

	Unemployment Rate
	1.0%
	1.0%

	Unemployment Gross Maximum
	$14,200.00
	$13,600.00

	Unemployment Annual Maximum
	142.00
	136.00


PeopleSoft MailDrop for Year End W-2 Processing

PeopleSoft employee W-2s are processed and printed in MailDrop order.  Please ensure this field is properly used for employees.  

Employee’s Withholding Allowance Certificate (W-4)

An employee who certified to his or her employer on Form W-4 (Employee’s Withholding Allowance Certificate) that the employee had no income tax liability for 2007 and anticipated no income tax liability for 2008 was entitled to an exemption from withholding for 2008.  This exemption expires on February 16, 2009, and must be renewed at that time if conditions remain the same.  If you receive an exempt W-4 after February 16, 2009, do not submit tax refund requests to OSF, they will not be processed.  The W-4 will take affect on the next payroll; it is not retroactive to the beginning of the year. 
If you have received correspondence from the IRS specifying the maximum number of withholding allowances permitted (commonly referred to as a “lock-in-letter”) and the employee submits a new W-4 claiming more allowances than the maximum allowed, you must disregard this new W-4 until the IRS notifies you to withhold tax based on the new W-4.  However, the employee may furnish a new W-4 that claims less than the maximum allowed and the employer must withhold tax based on that Form W-4.

In addition, the loss of an exemption that affects withholding at the beginning of the next taxable year, such as a divorce or the loss of a dependent should be reflected by an amended certificate on or before December 1.  If the change occurs in December, the new certificate must be furnished within 10 days of the day on which the change occurs.

Earned Income Credit Advance Payment Certificate (W-5)

The Form W-5 expires December 31, 2008.  If an employee is eligible, a new W-5 must be submitted for 2009.  If you receive a Form W-5 later during the year, do not submit tax refund requests of OSF, they will not be processed.  The W-5 will take affect on the next payroll; it is not retroactive to the beginning of the year.  The maximum amount of advanced earned income credit for 2009 is $1,826.00.

Reduction of Annual Leave Hours for Overpayments

When an employee chooses to pay back an overpayment using annual leave, the amount of annual leave reduced should equal the gross amount of overpayment.  In the past there have been instances where agencies have incorrectly reduced the annual leave by the net amount of the overpayment.

If an employee pays back an overpayment using terminal leave, an OSF Form 94 must be submitted to correct the retirement amounts reported on the check which included the overpayment.  Terminal leave is not included in retirement wage calculations; therefore, a payroll earnings adjustment is required.

Federal Income Tax Withholding

IRS Publication 15 Circular E, Employer’s Tax Guide states that any federal income tax withholding must be based on marital status and withholding allowances.  Withholding cannot be based solely on a fixed dollar amount or percentage.  In addition to the amount calculated on marital status and withholding allowances, an employee may specify a dollar amount to be withheld.  The employee submits a valid Form W-4 stating his or her marital status, number of allowances, and any additional withholding requested. 

Exemption from federal income tax withholding is generally claimed when an employee had no income tax liability in the prior year and expects none for the current year.  Exempt W-4s are valid for one calendar year and a new W-4 must be submitted by February 16th to continue in exempt status.  If a new W-4 is not received, withholding is based on single status with zero allowances or the last valid W-4 the agency has for the employee.  To claim exempt, the employee completes only boxes 1, 2, 3, 4, and 7 and signs the form.  If an exempt W-4 has a number on line 5 (allowances) or an amount on line 6 (additional amount), you may treat the form as invalid and ask for another one.  If a new W-4 is not received, withholding is based on single with zero allowances or the last valid W-4 the agency has for the employee.  

PeopleSoft Federal Tax Data page

Special Tax Withholding Status box Options

‘None’ = Select this option if no special tax status exists. With this option, the system calculates federal withholding tax based on the employee's gross wages, marital status, and withholding allowances.  If you select this option and specify an amount or percentage in the Additional Withholding group box, the system calculates taxes based on the information in the tax table and the indicated additional withholding.

‘Do Not Maintain Taxable Gross and Do Not Withhold Tax’ = DO NOT USE THIS OPTION

‘Maintain taxable gross; FWT zero unless specified in “Additional Withholding” below’ =

Use this option ONLY for employees who claim Exempt status on the W-4 form (Line 7).  If the W-4 has an amount on line 6 (additional amount) and you accept the form, specify the amount in the Additional Withholding group box, the system then withholds only on the indicated additional withholding.  Remember, exempt applies to an employee who had no income tax liability in the prior year and expects none for the current year.

‘Non=Resident Alien ; Tax Treaty NR Data’ = used for nonresident aliens only under treaties.

Higher Education Deduction/Trailer Codes

For insurance purposes calendar year 2009, please distribute this listing to Payroll and Human Resource Directors. Questions may be directed to Lisa Raihl at 405-521-3258, lisa.raihl@osf.ok.gov or Jean Hayes at 405-522-6300, jean.hayes@osf.ok.gov. 

ADJUSTMENTS TO IRS SECTION 125

	CODE
	DESCRIPTION



	0101
	Group Term Life

	0102
	Gratuity Tips

	0103
	Students (Higher Education)

	0104
	Vehicle Usage



	0105
	Miscellaneous (other taxable fringe benefits)

	0106
	Moving Expense

	0107
	Cash Tips

	0108
	Charge Tips

	0121
	Medical Reimbursement

	0122
	Dependent Care

	0123
	Visual Care

	0131
	Medical Reimbursement/other Cafeteria Plans

	0132
	Dependent Care/other Cafeteria Plans

	0135
	Other Section 125 Refunds (other than 131 and 132)

	0155
	Group Cafeteria - Other authorized adjustments


CODES FOR OTHER CAFETERIA

	CODE
	DESCRIPTION

	0321
	Medical Reimbursement

	0322
	Dependent Care



	0325
	Other Section 125

	0326
	Parking - pretax


PeopleSoft Deduction/Trailer Codes

For insurance purposes calendar year 2009, please distribute this listing to Payroll and Human Resource Directors. Questions may be directed to Lisa Raihl at 405-521-3258, lisa.raihl@osf.ok.gov or Jean Hayes at 405-522-6300, jean.hayes@osf.ok.gov.
	EBC Deductions
	Pre-Tax
	After-Tax

	Medical Reimbursement (HCA)
	0221
	

	Dependent Care )DCA)
	0222
	

	Transportation Account (Beg 1/09)
	0297
	

	EE & DP Vision Service Plan (VSP)
 
	0290
	0490

	EE & DP Primary Vision Care Services
	0292
	0492

	EE & DP Spectera
	0293
	0493

	EE & DP Comp Benefits
	0294
	0494

	EE & DP Superior Vision
	0296
	0496

	EE Community Care Standard
	0512
	0612

	0513
	0513
	0613

	EE PacifiCare Standard
	0514
	0614

	EE Global Health Standard
	0520
	0620

	EE Aetna Standard
	0521
	0621

	EE Aetna Alternative
	0522
	0622

	EE Tricare Supplement
	0523
	0623

	EE Health Choice S-Account
	0524
	0624

	EE HealthChoice Basic
	0528
	0628

	EE PacifiCare Alternative
	0529
	0629

	EE Community Care Alternative
	0530
	0630

	EE HealthChoice USA
	0531
	0631

	EE Global Health Alternative
	0532
	0632

	DP Community Care Alternative
	0537
	0637

	DP Community Care Standard
	0538
	0638

	DP Global Health Alternative   
	0541
	0641

	DP PacifiCare Standard
	0542
	0642

	DP Global Health Standard
	0544
	0644

	DP Aetna Standard
	0545
	0645

	DP Aetna Alternative
	0546
	0646

	DP Tricare Supplement
	0547
	0647

	DP HealthChoice USA
	0549
	0649

	DP HealthChoice High
	0550
	0650

	DP HealthChoice Basic
	0551
	0651

	DP PacifiCare Health Alternative
	0557
	0657

	DP Health Choice S-Account
	0558
	0658

	EE & DP Health Choice Dental
	0560
	0660

	EE & DP Assurant Heritage Prepaid
	0561
	0661

	EE & DP Assurant Freedom Preferred PPO
	0562
	0662

	EE & DP CIGNA Prepaid Dental
	0563
	0663

	EE & DP Delta's Choice PPO
	0566
	0666

	EE & DP Delta Dental PPO - POS
	0567
	0667

	EE & DP Assurant Heritage Secure Prepaid
	0568
	0668

	EE Disability
	0570
	0670

	EE Basic Life
	0575
	0675

	EE Supp Life
	0585
	0685

	DP Life Low
	
	0690

	DP Life High
	
	0691

	DP Life Premier
	
	0692


Outstanding Wages Beneficiary Designation Option

Title 40, O. S., Section 165.3a allows employers to provide employees the option of designating a beneficiary for wages and benefits payable upon an employee’s death.  There is no requirement for an employer to allow employees to select beneficiaries but agencies may want to consider adopting a policy which allows employees to designate a beneficiary.  Providing the option to employees would relieve stress and anxiety after the death of the employee on the family members, etc.  Also, agencies would have clear guidance on who is to receive final wage payments and avoid any potential difficulties in determining who gets the payment(s).  

This statute does not include any longevity payment that may be due as of the date of death of an employee.  Title 74, O.S., Section 840-2.18 subsection H.2 authorizes any longevity payment to be paid to the decedent’s surviving spouse, or if there is no surviving spouse, to the decedent’s estate.  

For more information or sample forms and instructions, please contact Lisa Raihl at 405-521-3258 or lisa.raihl@osf.ok.gov.

Faxing Payroll Warrant Direct Deposits Cancellation Requests

To initiate the cancellation procedures for a direct deposit payroll warrant, complete the revised PWC form and FAX it to OSF.  DO NOT fax to the Treasurer’s Office or to JPMorgan Chase ACH Services.  

Forms that are faxed to the wrong office may not get properly processed and cancelled from the employee’s payroll record.  Please follow all instructions when utilizing this form.  The fax number for OSF is located on the top of the form in the Area for Oklahoma Payroll: 

Area for Oklahoma Payroll - FAX form to 405-521-3902 & mail original form to OSF

New Passport Card Acceptable for Employment Eligibility Verification Form (I-9)

The new U.S. Passport Card may be used in the Employment Eligibility Verification form (I-9) process.  Departments of State and Homeland Security announced earlier this year that the new passport card was in full production.  The card is a valid passport that attests to the U.S. citizenship and identity of the bearer.  Accordingly, the card may be used for the Form I-9 process and can also be accepted by employers participating in the E-Verify program. 

The passport card is considered a “List A” document that may be presented by newly hired employees during the employment eligibility verification process to show work authorized status. “List A” documents are those used by employees to prove both identity and work authorization when completing the Form I-9.

The traditional passport book remains a “List A” document as in the past.  Both the traditional passport book and the passport card are now valid documents and U.S. citizens are authorized to hold the passport card and a traditional passport book concurrently. 

Mileage Reimbursement Rate for 2009

The Internal Revenue Service has announced a decrease in the mileage reimbursement rate to $0.55 per mile, effective January 1, 2009. This is a decrease from the $0.585 rate for the second half of the calendar year 2008. (See Internal Revenue Bulletin IR-2008-131, November 24, 2008, amending Internal Revenue Procedures 2008-72). The new rate is for travel incurred on and after January 1, 2009 through December 31, 2009.

Vouchers Must Be Listed On Batch Slip

We are receiving vouchers that are not listed on the batch slips.  This would mean that there is an apparent problem with the voucher, i.e., not valid budget, matching, Document Tolerance, etc.  Please be sure to compare your vouchers to the batch slip before submitting them to OSF. 

Vouchers not listed should be reviewed on-line to see if they passed these edits and there are no exceptions.  Also, be sure the voucher is not in ‘Recycle’ status, that there is a pay group, the ‘Schedule Due’ date is not 90 days earlier than today and is not future dated, ‘Pay Terms’ do not exceed zero days, and the voucher is not on ‘Hold’ in the system.

REVISED Form MWC – Miscellaneous Warrant Cancellation

We are still receiving requests to cancel and reissue warrants that do not meet the replacement criteria, therefore, we have revised the Form MWC to list the primary examples of when warrants can be replaced.

The Miscellaneous Warrant Cancellation Form has a column to indicate whether the warrant should be replaced.  Generally, if the warrant replacement does not require a change to the vendor ID on the Invoice Information page of the voucher, then the warrant can be replaced. Otherwise, OSF will cancel the warrant and the agency will need to create a new voucher and enter the invoice number with an extension, to avoid rejection as a duplicate payment (e.g., 1234-REP). By not changing the vendor ID this will ensure that the correct payment information is maintained in the accounts payable system and the correct encumbrances are liquidated.

Examples of when warrants can be replaced using the original voucher are as follows:

· The warrant was paid to the correct payee but to the incorrect location and address

· The warrant was paid to the correct payee but for the incorrect amount

· The warrant was paid to an incorrect payee but the multiple vendor ID #0000001104 is the vendor ID on the Invoice Information page of the voucher

The warrant should have been assigned to a payee and the supporting documentation for the assignment was attached to the original voucher (needs to be noted on the MWC form), otherwise the agency must process a new voucher with the proper documentation.

P-Card Scheduled Pay Cycle

The following represents the actual dates of action associated with the calendar year 2009 P-Card payments. This includes when the p-card download to PeopleSoft will occur each month, the date agencies can begin preparing the p-card vouchers, and the submission deadline for the vouchers received at OSF each month.

	Month
	Date of

Bank Data

Download

(after 5:00)
	Date

Voucher Build is Available
	Paperwork

Submission

Deadline Date
	Date OSF

Runs “PC”

Pay Group

	Jan 2009
	2
	5
	7
	8

	Feb
	30 (Jan)
	2
	5
	6

	Mar 
	3
	4
	9
	10

	Apr
	1
	2
	7
	8

	May
	30 (Apr)
	1
	6
	7

	Jun
	1
	2
	5
	8

	Jul
	2
	6
	8
	9

	Aug
	30 (Jul)
	31 (Jul)
	5
	6

	Sep
	1
	2
	4
	8

	Oct
	1
	2
	7
	8

	Nov
	30 (Oct)
	2
	5
	6

	Dec
	2
	3
	8
	9


REMINDER - OSF Form 77 Must Be Completed Properly

Some agencies are submitting an incomplete OSF Form 77.  Be sure to properly complete the form in its entirety.  Instructions for filling out the form can be found in the May 22, 2007 DCAR Newsletter, Vol. 17, Number 5.  http://www.ok.gov/OSF/documents/news5_07.pdf  The completed form should be submitted to OSF Transaction Processing via fax at 521-3383.  The original request OSF Form 77 must be retained by the agency for possible review by OSF and/or Auditors.  

Audio Conference – January 16, 2009

Title:

Managing Grant – Acquired Property

Date:

Friday, January 16, 2009

Time:

1:00 PM to 2:30 PM - registration will begin at 12:30

Location:
Concourse Theater, Sequoyah Building

Cost:

Free for persons attending at the Concourse Theater

CPE Credit:
1.5 CPE Credits will be awarded upon completion of the audio conference 

RSVP:

Seating is limited.  To let us know how many will be attending, please send:



names, agency, agency number, phone numbers, and e-mail addresses



to Becky Wilson at becky.wilson@osf.ok.gov
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