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[bookmark: _GoBack]Creating Backup Withholding Vouchers 1.0

Supplemental Job Aid

Date: 09/23/2014

Target Audience: Department AP Processor

Purpose: This Supplemental Job Aid details the process for paying a vendor that does not supply the required Payee Data Record (STD. 204).

Per the State Administrative Manual (SAM) §8422.190 - REPORTABLE PAYMENT IDENTIFICATION AND CLASSIFICATION REQUIREMENTS:

If the STD. 204 is not completed by the payee, payment to the payee shall be reduced by the following: 

· Federal backup withholding at a rate determined by the Internal Revenue Service (IRS). 

· State backup withholding of seven percent for payments made on or after January 1, 2010 to residents or nonresidents per R&TC §18664. 

In FI$Cal this process is carried out by creating three vouchers:

1. A Single Payment Voucher (using a Single Payment Vendor*) payable to the vendor.
2. A Regular Voucher payable to the IRS.
3. A Regular Voucher payable to the Franchise Tax Board (FTB).

*Each department must request that a Single Payment Vendor be established for each type of Single Payment Voucher. 
NOTE: Departments need to establish a business process to provide the vendor a breakdown of tax amounts withheld due to Backup Withholding. The FI$Cal remittance advice and payment provided to the vendor will not include the tax amounts withheld. 




Step 1: Navigate to the Add/Update Voucher page:
· Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update Regular Entry
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Step 2: Click the Add a New Value tab and enter the Business Unit, select the “Voucher Style” of the Single Payment Voucher, and select the correct “Short Vendor Name” and click the Add button.
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Step 3: Click the Single Payment Vendor tab and enter the following information:
· Name 1:  Payee Name
· Address 1:  Payee Address
· City:  Payee City
· Postal:  Payee Zip Code
· State:  Payee State
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Step 4: Click the Invoice Information tab enter the following information:
· Invoice Number:  Vendor Invoice Number
· Invoice Date:  Date of the Invoice	
· Total: This is the total being paid to the vendor.  

In this example the Invoice total was originally $1000.  After deducting the backup withholding, the vendor is owed $650.
· Original Invoice	$1,000.00 
· IRS @ 28%	 $(280.00)
· FTB @ 7%	 $(70.00)
	
· Total Owed	$650.00



· Select the Tax Exempt checkbox to indicate there is no Sales or Use tax associated with this voucher.   
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Step 5: Click the PayTerms icon.
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Step 6:  Update the “Payment Terms” by ensuring:
· Basis Date Type:  User Date
· Basis Date:  The date the invoice was received. 

Next, click the Back to Invoice link to go back to the invoice page.  
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Step 7: Click the Invoice Information tab update the “Distribution Lines” section.  
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 The ChartFields will be specific for your department:

· Description:  Description of the payment
· GL Unit:  Department specific 
· Approp Ref:  Department specific 
· Fund: Department specific
· ENY: Department specific
· Account: Department specific
· Alt Acct: Department specific
· Program: Department specific
· Rptg Structure:  Department specific
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Then, click Save.

 Step 8:  After saving the Voucher a unique Voucher ID is assigned.
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Step 9:  Create 2 Regular Vouchers.
NOTE: Please refer to the AP 102 – Voucher Processing UPK for creating a regular voucher.   
· 1 voucher payable to the IRS for the amount withheld from the Single Payment Voucher above. In this example $280. The Account number on the Distribution Lines should be the same as used on the Single Payment Voucher above.

· 1 voucher payable to the FTB for the amount withheld from the Single Payment Voucher above. In this example $70. The Account number on the Distribution Lines should be the same as used on the Single Payment Voucher above.
NOTE: Reference SAM §8422.196 REMITTING AND REPORTING INCOME TAX WITHHELD for instructions on remitting the backup withholding amounts. Departments need to establish a business process to provide the vendor a breakdown of tax amounts withheld due to Backup Withholding.  The FISCal remittance advice and payment provided to the vendor will not include the tax amounts withheld. 
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