Quarterly Payroll Filings

The Agency is required to submit quarterly payroll filings.  These filings are due on the last day of the month following the quarter completed.  These filings are:

Internal Revenue Service - 941 Employers Quarterly Federal Tax Return.  This return reports the total wages paid for the quarter, total federal and FICA tax withheld, tax liability and deposits.

State Income Tax - TC-962 Quarterly Reports amount of tax withheld and amount remitted with the return.   State Income taxes are paid quarterly and must be accompanied by the appropriate deposit form.

State Unemployment Insurance must be reported and paid quarterly.  A form will be sent from Workforce Services which must be completed to calculate the amount owed.  This form reflects the name, social security number, and salary earned for the quarter.   


Office Manager will take the following steps to insure the accuracy of the filings:

Proof name, address, employer identification numbers, employee names and social security numbers where applicable.

Verify quarter totals to individual payroll as shown in liability by payroll item report.

This proof occurs after the fact, given mailing of these reports by Office Manager.  Office Manager assumes responsibility of the accuracy and timeliness of these filings.  Any corrections must be submitted to the appropriate agency with the knowledge of the Executive Director.

Worker’s Compensation - Adequacy of Covered Payroll For Determination of Premiums

The Worker’s Compensation premium is determined by the annual wages paid to employees.  To insure that proper coverage exists, the Office Manager will prepare an analysis of budgeted salaries by Worker’s Compensation payroll classifications to identify the adequacy of covered payroll on the Worker’s Compensation policy.  The Office Manager will prepare this analysis and submit it to the Executive Director.

At year’s end, the Office Manager must prepare W-2 forms for all employees and distribute by January 31st of the following year.  Copies of these forms must be submitted to the Internal 

Revenue Service along with a W-3 form.

The Office Manager must also prepare 1099 forms for all independent contractors to whom the Center has paid over $600 in the preceding year.  These forms are submitted to the Internal Revenue Service along with a 1096 form. 

