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FIRST TIME FILERS QUICK REFERENCE GUIDE

FORM 4419 — Submit Form 4419, Application for Filing Information Returns
Electronically (see the forms section in the back of Publication 1220), to
IRS/ECC-MTB no later than thirty days before the due date of your
information returns. IRS/ECC-MTB will issue a Transmitter Control Code
(TCC). The TCC is required on all files and correspondence. The Form 4419
is subject to review before the approval to transmit electronically is granted
and may require additional documentation at the request of IRS. If a
determination is made concerning the validity of the documents transmitted
electronically, IRS has the authority to revoke the Transmitter Control Code
(TCC) and terminate the release of files.

FILING METHOD - File information returns (Forms 1098 Series, 1099
Series, 3921, 3922, 5498 Series and W-2QG) electronically via the Internet (see
Part B).

COMMON PROBLEMS - Review Part B, Sec. 8 to avoid common

processing and/or format errors before submitting your file.

FOR ASSISTANCE

Contact the IRS/ECC-MTB Information
Reporting Program Customer Service Section (IRP/CSS)

Toll-free 1-866-455-7438
Monday through Friday from 8:30 am to 4:30 pm EST
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NOTE:
Following is a list of related instructions and forms for filing Information Returns
Electronically:
e General Instructions for Forms 1099, 1098, 3921, 3922, 5498, and W-2G
e Form 4419 - Application for Filing Information Returns Electronically
e Form 8508 — Request for Waiver From Filing Information Returns Electronically

e Form 8809 — Application for Extension of Time to File Information Returns

The Internal Revenue Service, Enterprise Computing Center - Martinsburg (IRS/ECC-
MTB) encourages filers to make copies of the blank forms for future use. These forms can be
obtained by calling 1-800-829-3676 or on the IRS website at Www.irs.gov.



Rev. Proc. 2009-30

Use this Revenue Procedure to prepare Tax Year 2009 and prior year information returns
for submission to Internal Revenue Service (IRS) using electronic filing.

Caution to filers:

Please read this publication carefully. Persons or businesses required to file information
returns electronically may be subject to penalties for failure to file or include correct
information if they do not follow the instructions in this Revenue Procedure.

IMPORTANT NOTES:

IRS/ECC-MTB Internet connection is at http://fire.irs.gov for electronic filing. The Filing
Information Returns Electronically (FIRE) System will be down from 2 p.m. EST Dec. 22,
2009, through Jan. 4, 2010 for upgrading. It is not operational during this time. In addition,
the FIRE System may be down every Wednesday 3:00 a.m. to 5:00 a.m. EST for maintenance.

The FIRE System does not provide fill-in forms for information returns.

The Form 4419 is subject to review before the approval to transmit electronically is granted
and may require additional documentation at the request of the IRS. If a determination is
made concerning the validity of the documents transmitted electronically, IRS has the
authority to revoke the Transmitter Control Code (TCC) and terminate the release of the
files.

IMPORTANT CHANGE: FILE SIZE

The electronic file size specification has changed from the previously
published Rev. Proc. 2009-30, IR Bulletin 2009-27, dated July 6, 2009.
The largest file size now acceptable is 2.5 million records.

See Part B, Section 4.03.




Part A. General

Revenue Procedures are generally revised annually to reflect legislative and form changes.
Comments concerning this Revenue Procedure, or suggestions for making it more helpful, can be

addressed to:

Internal Revenue Service

Enterprise Computing Center - Martinsburg
Attn: Information Reporting Program

230 Murall Drive

Kearneysville, WV 25430

Sec. 1. Purpose

.01 The purpose of this Revenue Procedure is to provide the specifications for filing Forms 1098,
1099, 3921, 3922, 5498, 8935, and W-2G with IRS electronically through the IRS FIRE System. This
Revenue Procedure must be used for the preparation of Tax Year 2009 information returns and
information returns for tax years prior to 2009 filed beginning January 1, 2010. Specifications for filing
the following forms are contained in this Revenue Procedure.

(1)
(2)
®3)
(4)
Q)
(6)
(1)
(8)
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(10)
(11)
(12)
(13)
(14)
(15)
(16)
(17)
(18)

(19)
(20)
(21)
(22)

(23)
(24)
(25)
(26)
(27)

Form 1098, Mortgage Interest Statement

Form 1098-C, Contributions of Motor Vehicles, Boats, and Airplanes

Form 1098-E, Student Loan Interest Statement

Form 1098-T, Tuition Statement

Form 1099-A, Acquisition or Abandonment of Secured Property

Form 1099-B, Proceeds From Broker and Barter Exchange Transactions

Form 1099-C, Cancellation of Debt

Form 1099-CAP, Changes in Corporate Control and Capital Structure

Form 1099-DI1V, Dividends and Distributions

Form 1099-G, Certain Government Payments

Form 1099-H, Health Coverage Tax Credit (HCTC) Advance Payments

Form 1099-INT, Interest Income

Form 1099-LTC, Long-Term Care and Accelerated Death Benefits

Form 1099-MISC, Miscellaneous Income

Form 1099-O1D, Original Issue Discount

Form 1099-PATR, Taxable Distributions Received From Cooperatives

Form 1099-Q, Payments From Qualified Education Programs (Under Sections 529 & 530)
Form 1099-R, Distributions From Pensions, Annuities, Retirement or Profit-Sharing Plans,
IRAs, Insurance Contracts, etc.

Form 1099-S, Proceeds From Real Estate Transactions

Form 1099-SA, Distributions From an HSA, Archer MSA, or Medicare Advantage MSA
Form 3921, Exercise of a Qualified Incentive Stock Option Under Section 442(b)

Form 3922, Transfer of Stock Acquired Through an Employee Stock Purchase Plan Under
Section 423(c)

Form 5498, IRA Contribution Information

Form 5498-ESA, Coverdell ESA Contribution Information

Form 5498-SA, HSA, Archer MSA, or Medicare Advantage MSA Information

Form 8935, Airline Payments Report

Form W-2G, Certain Gambling Winnings



.02 All data received at IRS/ECC-MTB for processing will be given the same protection as
individual income tax returns (Form 1040). IRS/ECC-MTB will process the data and determine if the
records are formatted and coded according to this Revenue Procedure.

.03 Specifications for filing Forms W-2, Wage and Tax Statements, electronically are only
available from the Social Security Administration (SSA). Filers can call 1-800-SSA-6270 to obtain the
telephone number of the SSA Employer Service Liaison Officer for their area.

.04 IRS/ECC-MTB does not process Forms W-2. Paper or electronic filing of Forms W-2 must
be sent to SSA. IRS/ECC-MTB does, however, process waiver requests (Form 8508) and extension of
time to file requests (Form 8809) for Forms W-2 as well as requests for an extension of time to provide the
employee copies of Forms W-2.

.05 Generally, the box numbers on the paper forms correspond with the amount codes used to file
electronically; however, if discrepancies occur, the instructions in this Revenue Procedure must be
followed.

.06 This Revenue Procedure also provides the requirements and specifications for electronic filing
under the Combined Federal/State Filing Program.

.07 The following Revenue Procedures and publications provide more detailed filing procedures
for certain information returns:

() 2009 General Instructions for Forms 1099, 1098, 3921, 3922, 5498, and W-2G and

individual form instructions.
(b) Publication 1179, General Rules and Specifications for Substitute Forms 1096, 1098, 1099,
3921, 3922, 5498, 8935, W-2G, and 1042-S.

(c) Publication 1239, Specifications for Filing Form 8027, Employer's Annual Information
Return of Tip Income and Allocated Tips, Electronically.

(d) Publication 1187, Specifications for Filing Form 1042-S, Foreign Person's U.S. Source
Income Subject to Withholding, Electronically.

.08 This Revenue Procedure supersedes Rev. Proc. 2008-30 published as Publication 1220 (Rev.
07/2008), Specifications for Filing Forms 1098, 1099, 5498, and W-2G Electronically.

Sec. 2. Nature of Changes-Current Year (Tax Year 2009)

.01 In this publication, all pertinent changes for Tax Year 2009 are emphasized by the use of
italics. Portions of text that require special attention are in boldface text. Filers are always encouraged to
read the publication in its entirety.

a. General

(1) Three new forms added. Forms 3921, 3922 and 8935. Form 3921 Exercise of a Qualified
Incentive Stock Option Under Section 442(b), Form 3922 Transfer of Stock Acquired
Through An Employee Stock Plan Under Section 423(c), and Form 8935, Airline
Payments Report.

(2) Form 1099-R renamed distribution code E to Distributions under Employee Plans
Compliance System (EPCRS), formerly Excess Annual Additions under Section
415/Certain Excess Amounts Under Section 403(b) Plans.

(3) See Part A, Sec. 8 for changes in correction procedures. Incorrect TIN, payee name
and/or address requires a two step correction.

(4) Technical security standards added to Part B, Sec. 7 .06 for the FIRE System.

(5) Stricter edits to Combined Federal State Filing processing were put in place which could
cause files to be rejected if not properly coded under the guidelines of Part A, Section 10.
Test files are recommended for all filers in the program.



(6) Form 4419 Application for Filing Information Returns Electronically (FIRE), Box 3 must
contain an Employer Identification Number (EIN). IRS will no longer issue Tranmitter
Control Codes (TCC) to a social security number.
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Sec. 3. Where To File and How to Contact the IRS, Enterprise Computing Center - Martinsburg

.01 All information returns filed electronically are processed at IRS/ECC-MTB. General inquiries
concerning the filing of information returns should be sent to the following address:

IRS-Enterprise Computing Center - Martinsburg
Information Reporting Program

230 Murall Drive

Kearneysville, WV 25430

.02 All requests for an extension of time to file information returns with IRS/ECC-MTB filed on
Form 8809 or requests for an extension to provide recipient copies, and requests for undue hardship
waivers filed on Form 8508 should be sent to the following address:

IRS-Enterprise Computing Center - Martinsburg
Information Reporting Program

Attn: Extension of Time Coordinator

240 Murall Drive

Kearneysville, WV 25430

.03 The telephone numbers and web addresses for questions about specifications for electronic
submissions are:

Information Reporting Program Customer Service Section
TOLL-FREE 1-866-455-7438 or outside the U.S. 1-304-263-8700

1-304-579-4827 - TDD
(Telecommunication Device for the Deaf)
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Fax Machine
Toll-free within the U.S. -1-877-477-0572
Outside the U.S. - 304-579-4105

Electronic Filing — FIRE system
http://fire.irs.gov

TO OBTAIN FORMS:
1-800-TAX-FORM (1-800-829-3676)

www.irs.gov - IRS website access to forms (See Note.)

Note: Because paper forms are scanned during processing, you cannot use forms printed from the
IRS website to file Form 1096, and Copy A of Forms 1098, 1099, 3921, 3922 or 5498 with the IRS.

.04 The 2009 General Instructions for Forms 1099, 1098, 3921, 3922, 5498, and W-2G are
included in the Publication 1220 for your convenience. Form 1096 is used only to transmit Copy A of
paper Forms 1099, 1098, 3921, 3922, 5498, and W-2G. If filing paper returns, follow the mailing
instructions on Form 1096 and submit the paper returns to the appropriate IRS Service Center.

.05 Make requests for paper Forms 1096, 1098, 1099, 3921, 3922, 5498, and W-2G, and
publications related to electronic filing by calling the IRS toll-free number 1-800-TAX-FORM (1-800-
829-3676) or ordering online from the IRS website at www.irs.gov.

.06 Questions pertaining to electronic filing of Forms W-2 must be directed to the Social Security
Administration (SSA). Filers can call 1-800-772-6270 to obtain the telephone number of the SSA
Employer Service Liaison Officer for their area.

.07 Payers should not contact IRS/ECC-MTB if they have received a penalty notice and need
additional information or are requesting an abatement of the penalty. A penalty notice contains an IRS
representative's name and/or telephone number for contact purposes; or the payer may be instructed to
respond in writing to the address provided. IRS/ECC-MTB does not issue penalty notices and does not
have the authority to abate penalties. For penalty information, refer to the Penalties section of the 2009
General Instructions for Forms 1099, 1098, 3921, 3922, 5498, and W-2G.

.08 A taxpayer or authorized representative may request a copy of a tax return, including Form
W-2 filed with a return, by submitting Form 4506, Request for Copy of Tax Return, to IRS. This form
may be obtained by calling 1-800-TAX-FORM (1-800-829-3676). For questions regarding this form, call
1-800-829-1040.

.09 Electronic Products and Services Support, Information Reporting Branch, Customer Service
Section (IRB/CSS), answers electronic, paper filing, and tax law questions from the payer community
relating to the correct preparation and filing of business information returns (Forms 1096, 1098, 1099,
3921, 3922, 5498, 8027, 8935 and W-2G). IRB/CSS also answers questions about the electronic filing of
Forms 1042-S and the tax law and paper filing instructions for Forms W-2 and W-3. Inquiries pertaining
to Notices CP2100 and 972CG, backup withholding and reasonable cause requirements due to missing and
incorrect taxpayer identification numbers (TINs) are also addressed by IRB/CSS. Assistance is available
year-round to payers, transmitters, and employers nationwide, Monday through Friday, 8:30 a.m. to 4:30
p.m. Eastern Standard Time, by calling toll-free 1-866-455-7438. IRB/CSS also offers an e-mail address
for transmitters and electronic filers of information returns. The address is mccirp@irs.gov. When
sending e-mails concerning specific file information, you must include the company name and the
electronic filename or Transmitter Control Code. Please do not submit TINs or attachments, because
electronic mail is not secure and the information may be compromised. The Telecommunications Device
for the Deaf (TDD) toll number is 1-304-579-4827. Call as soon as questions arise to avoid the busy filing
seasons at the end of January and February. Recipients of information returns (payees) should continue to
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contact 1-800-829-1040 with any questions on how to report the information returns data on their tax
returns.

.10 IRB/CSS cannot advise filers where to send state copies of paper forms. Filers must contact
the Tax Department in the state where the recipient resides to obtain the correct address and filing
requirements.

.11 Form 4419, Application for Filing Information Returns Electronically, Form 88009,
Application for Extension of Time to File Information Returns, and Form 8508, Request for Waiver From
Filing Information Returns Electronically, may be faxed to IRS/ECC-MTB toll-free at 1- 877-477-0572.

Sec. 4. Filing Requirements

.01 The regulations under section 6011(e)(2)(A) of the Internal Revenue Code provide that any
person, including a corporation, partnership, individual, estate, and trust, who is required to file 250 or
more information returns must file such returns electronically. The 250* or more requirement applies
separately for each type of return and separately to each type of corrected return.

*Even though filers may submit up to 249 information returns on paper, IRS encourages filers to
transmit those information returns electronically.

.02 All filing requirements that follow apply individually to each reporting entity as defined by its
separate Taxpayer ldentification Number (TIN). For example, if a corporation with several branches or
locations uses the same EIN, the corporation must aggregate the total volume of returns to be filed for that
EIN and apply the filing requirements to each type of return accordingly.

.03 The following requirements apply separately to both originals and corrections filed
electronically:

1098

1098-C 250 or more of any of these forms requires electronic filing with IRS.

1098-E These are stand-alone documents and are not to be aggregated for purposes of determining
1098-T the 250 threshold. For example, if you must file 100 Forms 1099-B and 300 Forms
1099-A 1099-INT, Forms 1099-B need not be filed electronically since

1099-B they do not meet the threshold of 250. However, Forms 1099-INT must be filed
1099-C electronically since they meet the threshold of 250.

1099-CAP

1099-DIV

1099-G

1099-H

1099-INT

1099-LTC

1099-MISC

1099-01D

1099-PATR

1099-Q

1099-R

1099-S

1099-SA

3921

3922

5498

5498-ESA

5498-SA

W-2G




.04 The above requirements do not apply if the payer establishes undue hardship (See Part D,
Sec. 5).

Sec. 5. Vendor List

.01 IRS/ECC-MTB prepares a publication of vendors who support electronic filing. Publication
1582 Information Returns Vendor List contains the names of service bureaus that will produce or submit
files for electronic filing. It also contains the names of vendors who provide software packages for payers
who wish to produce electronic files on their own computer systems. This list is compiled as a courtesy
and in no way implies IRS/ECC-MTB approval or endorsement.

.02 If filers engage a service bureau to prepare files on their behalf, the filers must not also report
this data, as it will create a duplicate filing situation which may cause penalty notices to be generated.

.03 The Vendor List, Publication 1582, is updated periodically. The most recent revision is
available on the IRS website at www.irs.gov. For an additional list of software providers, log on to
www.irs.gov and go to the Business e-file Providers link.

.04 A vendor, who offers a software package, or has the capability to electronically file
information returns for customers, and who would like to be included in Publication 1582 must submit a
letter or e-mail to IRS/ECC-MTB. The request should include:

(a) Company name

(b) Address (include city, state, and ZIP code)

(c) Telephone and FAX number (include area code)

(d) E-mail address

(e) Contact person

() Website

(9) Type(s) of service provided (e.g., service bureau and/or software)
(h) Method of filing (only electronic filing is acceptable)

(i) Type(s) of return(s)

Sec. 6. Form 4419, Application for Filing Information Returns Electronically

.01 Transmitters are required to submit Form 4419, Application for Filing Information Returns
Electronically, to request authorization to file information returns with IRS/ECC-MTB. A single Form
4419 should be filed no matter how many types of returns the transmitter will be submitting electronically.
For example, if a transmitter plans to file Forms 1099-INT, one Form 4419 should be submitted. If, ata
later date, another type of form (Forms 1098, 1099, 3921, 3922, 5498, 8935 and W-2G) will be filed, the
transmitter should not submit a new Form 4419. The Form 4419 is subject to review before the approval
to transmit electronically is granted and may require additional documentation at the request of the IRS. If
a determination is made concerning the validity of the documents transmitted electronically, IRS has the
authority to revoke the Transmitter Control Code (TCC) and terminate the release of files.

Note: EXCEPTIONS - An additional Form 4419 is required for filing each of the following types of
returns: Form 1042-S, Foreign Person’s U.S. Source Income Subject to Withholding and Form
8027, Employer’s Annual Information Return of Tip Income and Allocated Tips. See the back of
Form 4419 for detailed instructions.

.02 Electronically filed returns may not be submitted to IRS/ECC-MTB until the application has
been approved. Please read the instructions on the back of Form 4419 carefully. Form 4419 is included in
the Publication 1220 for the filer’s use. This form may be photocopied. Additional forms may be
obtained by calling 1-800-TAX-FORM (1-800-829-3676). The form is also available on the IRS website

at WWWw.irs.gov.



.03 Upon approval, a five-character alpha/numeric Transmitter Control Code (TCC) will be
assigned and included in an approval letter. The TCC must be coded in the Transmitter "T" Record.
IRS/ECC-MTB uses the TCC to identify payers/transmitters and to track their files through the processing
system.

.04 IRS/ECC-MTB encourages transmitters who file for multiple payers to submit one application
and to use the assigned TCC for all payers. While not encouraged, multiple TCCs can be issued to payers
with multiple TINs. Transmitters cannot use more than one TCC in a file. Each TCC must be reported in
separate transmissions.

.05 If a payer's files are prepared by a service bureau, the payer may not need to submit an
application to obtain a TCC. Some service bureaus will produce files, code their own TCC in the file, and
send it to IRS/ECC-MTB for the payer. Other service bureaus will prepare the file and return the file to
the payer for submission to IRS/ECC-MTB. These service bureaus may require the payer to obtain a TCC,
which is coded in the Transmitter "T" Record. Payers should contact their service bureau for further
information.

.06 Form 4419 may be submitted anytime during the year; however, it must be submitted to
IRS/ECC-MTB at least 30 days before the due date of the return(s) for current year processing. This
allows IRS/ECC-MTB the time necessary to process and respond to applications. Form 4419 may be
faxed to IRS/ECC-MTB toll-free at 877-477-0572. In the event that computer equipment or software is
not compatible with IRS/ECC-MTB, a waiver may be requested to file returns on paper documents (See
Part D, Sec. 5).

.07 Once a transmitter is approved to file electronically, it is not necessary to reapply unless:

(a) The payer has discontinued filing electronically for two consecutive years. The payer's TCC
may have been reassigned by IRS/ECC-MTB. Payers who know that the assigned TCC will
no longer be used, are requested to notify IRS/ECC-MTB so these numbers may be
reassigned.

(b) The payer's files were transmitted in the past by a service bureau using the service bureau's
TCC, but now the payer has computer equipment compatible with that of IRS/ECC-MTB and
wishes to prepare his or her own files. The payer must request a TCC by filing Form 4419.

.08 In accordance with Regulations section 1.6041-7(b), payments by separate departments of a
health care carrier to providers of medical and health care services may be reported on separate returns
filed electronically. In this case, the headquarters will be considered the transmitter, and the individual
departments of the company filing reports will be considered payers. A single Form 4419 covering all
departments filing electronically should be submitted. One TCC may be used for all departments.

.09 Copies of Publication 1220 can be obtained by downloading from the IRS website at
WWW.irs.gov.

.10 If any of the information (name, TIN or address) on Form 4419 changes, please notify
IRS/ECC-MTB in writing by fax or mail so the IRS/ECC-MTB database can be updated. The transmitter
should include the TCC in all correspondence.

.11 Approval to file does not imply endorsement by IRS/ECC-MTB of any computer software or
of the quality of tax preparation services provided by a service bureau or software vendor.

Sec. 7. Retention Requirements and Due Dates

.01 Payers should retain a copy of the information returns filed with IRS or have the ability

to reconstruct the data for at least 3 years from the reporting due date, except:

(@) Retain for 4 years all information returns when backup withholding is imposed.

(b) A financial entity must retain a copy of Form 1099-C, Cancellation of Debt, or have the
ability to reconstruct the data required to be included on the return, for at least 4 years from
the date such return is required to be filed.

.02 Filing of information returns is on a calendar year basis, except for Forms 5498 and



5498-ESA, which are used to report amounts contributed during or after the calendar year (but no later
than April 15). The following due dates will apply:

Due Dates
Forms 1098, 1099, 3921, 3922, Recipient Copy - January 31 (*see exceptions below)
and W-2G IRS Paper Filing - February 28

IRS Electronic Filing - March 31
e *February 15, for Forms 1099-B and 1099-S

e *February 15, for Forms 1099-MISC if substitute payments
are reported in box 8 or gross proceeds paid to an attorney
are reported in box 14. If no such payments are reported,
January 31, remains the due date for furnishing Copy B to
recipients.

Forms 5498*, 5498-SA and 5498-ESA | Participant Copy - May 31*
Forms 5498 and 5498-SA IRS Copy - May 31
Form 5498-ESA Participant Copy - April 30

* Participants’ copies of Forms 5498 to furnish FMV/RMD
information - January 31

Form 8935 IRS Copy - Due 90 days from date of payment

Note: If any due date falls on a Saturday, Sunday, or legal holiday, the return or statement is
considered timely if filed or furnished on the next day that is not a Saturday, Sunday, or legal
holiday.

Sec. 8. Corrected Returns

° A correction is an information return submitted by the transmitter to correct an information return
that was previously submitted to and successfully processed by IRS/ECC-MTB, but contained
erroneous information.

. While we encourage you to file your corrections electronically, you may file up to 249 paper
corrections even though your originals were filed electronically.

. DO NOT SEND YOUR ENTIRE FILE AGAIN. Only correct the information returns which
were erroneous.

. Information returns omitted from the original file must not be coded as corrections. Submit these
returns under a separate Payer "A" Record as original returns.




o Be sure to use the same payee account number that was used on the original submission. The
account number is used to match a correction record to the original information return.

o Before creating your correction file, review the correction guidelines chart carefully.

.01 The electronic filing requirement of information returns of 250 or more applies separately to
both original and corrected returns.

If a payer has 100 Forms 1099-A to be corrected, they can be

filed on paper because they fall under the 250 threshold. However,

if the payer has 300 Forms 1099-B to be corrected, they must be

filed electronically because they meet the 250 threshold.

If for some reason a payer cannot file the 300 corrections electronically,

to avoid penalties, a request for a waiver must be submitted before

filing on paper. If a waiver is approved for original documents, any corrections
for the same type of return will be covered under this waiver.

MmroZ>XmMm

.02 Corrections should be filed as soon as possible. Corrections filed after August 1 may be
subject to the maximum penalty of $50 per return. Corrections filed by August 1 may be subject to a
lesser penalty. (For information on penalties, refer to the Penalties section of the 2009 General
Instructions for Forms 1099, 1098, 3921, 3922, 5498, and W-2G.) However, if payers discover errors
after August 1, they should file corrections, as a prompt correction is a factor considered in determining
whether the intentional disregard penalty should be assessed or whether a waiver of the penalty for
reasonable cause may be granted. All fields must be completed with the correct information, not just the
data fields needing correction. Submit corrections only for the returns filed in error, not the entire file.
Furnish corrected statements to recipients as soon as possible.

Note: Do NOT resubmit your entire file as corrections. This will result in duplicate filing and
erroneous notices may be sent to payees. Submit only those returns which require correction.

.03 There are numerous types of errors, and in some cases, more than one transaction may be
required to correct the initial error. If the original return was filed as an aggregate, the filers must consider
this in filing corrected returns.

.04 The payee's account number should be included on all correction records. This is especially
important when more than one information return of the same type is reported for a payee. The account
number is used to determine which information return is being corrected. It is vital that each information
return reported for a payee have a unique account number. See Part C, Sec.6, Payer's Account Number For
Payee.

.05 Corrected returns may be included on the same transmission as original returns; however,
separate "A" Records are required. If filers discover that certain information returns were omitted on their
original file, they must not code these documents as corrections. The file must be coded and submitted as
originals.

.06 If a payer realizes duplicate reporting has occurred, IRS/ECC-MTB should be contacted
immediately for instructions on how to avoid notices. The standard correction process will not resolve
duplicate reporting.

.07 If a payer discovers errors that affect a large number of payees, in addition to sending IRS the
corrected returns and notifying the payees, IRS/ECC-MTB underreporter section should be contacted toll-
free 1-866-455-7438 for additional requirements. Corrections must be submitted on actual information
return documents or filed electronically.
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.08 Prior year data, original and corrected, must be filed according to the requirements of this
Revenue Procedure. When submitting prior year data, use the record format for the current year. Each tax
year must be electronically filed in separate transmissions. However, use the actual year designation of the
data in field positions 2-5 of the "T", "A", and "B" Records. Field position 6, Prior Year Data Indicator, in
the Transmitter “T” Record must contain a “P.” If filing electronically, a separate transmission must be
made for each tax year.

.09 In general, filers should submit corrections for returns filed within the last 3 calendar years (4
years if the payment is a reportable payment subject to backup withholding under section 3406 of the Code
and also for Form 1099-C, Cancellation of Debt).

.10 All paper returns, whether original or corrected, must be filed with the appropriate service
center. IRS/ECC-MTB does not process paper returns.

.11 If a payer discovers an error(s) in reporting the payer (not recipient) name and/or TIN, write
a letter to IRS/ECC-MTB (See Part A, Sec. 3) containing the following information:

(a) Name and address of payer

(b) Type of error (please include the incorrect payer name/TIN that was reported)

(c) Taxyear

(d) Payer TIN

(e) TCC

(f) Type of return

(g9) Number of payees

(h) Filing method, paper or electronic

(i) Was Federal income tax withheld

.12 The "B" Record provides a 20-position field for a unique Payer's Account Number for Payee.
If a payee has more than one reporting of the same document type, it is vital that each reporting is assigned
a unique account number. This number will help identify the appropriate incorrect return if more than one
return is filed for a particular payee. Do not enter a TIN in this field. A payer's account number for the
payee may be a checking account number, savings account number, serial number, or any other number
assigned to the payee by the payer that will distinguish the specific account. This number should appear
on the initial return and on the corrected return in order to identify and process the correction properly.

.13 The record sequence for filing corrections is the same as for original returns.

.14 Review the chart that follows. Errors normally fall under one of the two categories listed.
Next to each type of error is a list of instructions on how to file the corrected return.

11



Guidelines for Filing Corrected Returns Electronically

One transaction is required to make the following corrections properly. (See Note 4.)

Error Made on the Original Return

How To File the Corrected Return

ERRORTYPE 1

1. Original return was filed with one or more of
the following errors:

(@ Incorrect payment amount codes in the
Payer "A" Record

(b) Incorrect payment amounts in the Payee
“B” Record

(c) Incorrect code in the distribution code
field in Payee "B" Record

(d) Incorrect payee indicator (See Note 1.)

(e) Return should not have been filed

Note 1. Payee indicators are non-money
amount indicator fields located in the
specific form record layouts of the Payee
“B” Record between field positions
544-748.

Note 2: To correct a TIN, payee name and/
or payee address follow the instructions
under Error Type 2.

CORRECTION

A.

B.

C.

F.

Prepare a new file. The first record on the file
will be the Transmitter "T" Record.
Make a separate "A" Record for each type of
return and each payer being reported. Payer
information in the "A" Record must be the
same as it was in the original submission.

The Payee "B" Records must show the correct
record information as well as a Corrected
Return Indicator Code of "G" in field position
6.

Corrected returns using "G" coded "B"
Records may be on the same file as those
returns submitted without the "G" coded "B"
Records; however, separate ""A" Records
are required.

Prepare a separate "C" Record for each type

of return and each payer being reported.

The last record on the file will be the End of
Transmission "F" Record.

File layout one step corrections

Transmitter Payer "G"
IITII IIAII Coded
Record Record Payee "B"
Record

"G" End of Payer End of
coded "C" Transmission
Payee "B" Record "F" Record
Record
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Guidelines for Filing Corrected Returns Electronically (Continued)

Two (2) separate transactions are required to make the following corrections properly. Follow the
directions for both Transactions 1 and 2. (See Note 4.) DO NOT use the two step correction
process to correct money amounts.

Error Made on the Original Return How To File the Corrected Return

ERROR TYPE 2 CORRECTION

1. Original return was filed with one or more of ~ Transaction 1: Identify incorrect returns.
the following errors:
A. Prepare a new file. The first record on the

(@) No payee TIN (SSN, EIN, ITIN, QI-EIN) file will be the Transmitter "T" Record.

(b) Incorrect payee TIN B. Make a separate "A" Record for each type of
(c) Incorrect payee name return and each payer being reported. The
(d) Incorrect payee address information in the "A" Record will be exactly
(e) Wrong type of return indicator the same as it was in the original submission.

(See Note 3.)
C. The Payee "B" Records must contain exactly

Note 3: The Record Sequence Number will the same information as submitted previously,
be different since this is a counter number except, insert a Corrected Return Indicator
and is unique to each file. For Form 1099-R Code of "G" in field position 6 of the "B"
corrections, if the corrected amounts are Records, and enter "0" (zeros) in all payment
zeros, certain indicators will not be used. amounts. (See Note 3.)

D. Corrected returns using "G" coded "B"
Records may be on the same file as those
returns submitted with a "C" code; however,
separate ""A" Records are required.

E. Prepare a separate "C" Record for each type of
return and each payer being reported.

F. Continue with Transaction 2 to complete the
correction.

ERROR TYPE 2 CORRECTION

Transaction 2: Report the correct information.

A. Make a separate "A" Record for each type of
return and each payer being reported.

B. The Payee "B" Records must show the correct
information as well as a Corrected Return
Indicator Code of "C" in field position 6.
Corrected returns submitted to IRS/ECC-MTB
using "C" coded "B" Records may be on the
same file as those returns submitted with "G"
codes; however, separate ""A"" Records are
required.
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Guidelines for Filing Corrected Returns Electronically (Continued)

Two (2) separate transactions are required to make the following corrections properly. Follow the
directions for both Transactions 1 and 2. (See Note 4.) DO NOT use the two step correction
process to correct money amounts.

Error Made on the Original Return How To File the Corrected Return

C. Prepare a separate "C" Record for each type of
return and each payer being reported.

D. The last record on the file will be the End of
Transmission "F" Record.

Note 4: See the 2009 General Instructions for Forms 1099, 1098, 3921, 3922, 5498, and W-2G for
additional information on regulations affecting corrections and related penalties.

File layout two step corrections

Transmitter Payer "G" "G" End of Payer Payer

T "A" coded coded "c" "A"
Record Record Payee "B" Payee "B" Record Record

Record Record
"c" "c" End of Payer End of
coded coded "c" Transmission
Payee "B" Payee "B" Record "F" Record
Record Record

Note 5: If a filer is reporting ""G" coded, "'C"* coded, and/or ""Non-coded" (original) returns on the
same file, each category must be reported under separate ""A"™ Records.

Sec. 9. Effect on Paper Returns and Statements to Recipients

.01 Electronic reporting of information returns eliminates the need to submit paper documents to
the IRS. CAUTION: Do not send Copy A of the paper forms to IRS/ECC-MTB for any forms filed
electronically. This will result in duplicate filing; therefore, erroneous notices could be generated.

.02 Payers are responsible for providing statements to the payees as outlined in the 2009 General
Instructions for Forms 1099, 1098, 3921,3922, 5498, and W-2G. Refer to those instructions for filing
information returns on paper with the IRS and furnishing statements to recipients.

.03 Statements to recipients should be clear and legible. If the official IRS form is not used, the
filer must adhere to the specifications and guidelines in Publication 1179, General Rules and
Specifications for Substitute Forms 1096, 1098, 1099, 3921, 3922, 5498, 8935, W-2G and 1042-S.

Sec. 10. Combined Federal/State Filing Program
e Through the Combined Federal/State Filing (CF/SF) Program, IRS/ECC-MTB will forward

original and corrected information returns filed electronically to participating states for approved
filers.
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e For approval, the filer must submit a test file coded for this program. See Part B, Sec. 3, Test
Files.

e Approved filers are sent Form 6847, Consent for Internal Revenue Service to Release Tax
Information, which must be completed and returned to IRS/ECC-MTB. A separate form is
required for each payer. This form does not have to be filed every year, only when payer
information changes.

.01 The Combined Federal/State Filing (CF/SF) Program was established to simplify information
returns filing for the taxpayer. IRS/ECC-MTB will forward this information to participating states free of
charge for approved filers. Separate reporting to those states is not required. The following information
returns may be filed under the Combined Federal/State Filing Program:

Form 1099-DIV Dividends and Distributions

Form 1099-G Certain Government Payments

Form 1099-INT Interest Income

Form 1099-MISC Miscellaneous Income

Form 1099-0OID Original Issue Discount

Form 1099-PATR Taxable Distributions Received From Cooperatives

Form 1099-R Distributions From Pensions, Annuities, Retirement or
Profit-Sharing Plans, IRAs, Insurance Contracts, etc.

Form 5498 IRA Contribution Information

.02 To request approval to participate, an electronic test file coded for this program must be
submitted to IRS/ECC-MTB between November 1, 2009, and February 15, 2010.

.03 If the test file is coded for the Combined Federal/State Filing Program and is acceptable, an
approval letter and Form 6847, Consent For Internal Revenue Service to Release Tax Information, will be
sent to the filer.

.04 Form 6847, Consent for Internal Revenue Service to Release Tax Information, must be
completed and signed by the payer, and returned to IRS/ECC-MTB before any tax information can be
released to the state. Filers must write their TCC on Form 6847.

.05 While a test file is only required for the first year when a filer applies to participate in the
Program, it is highly recommended that a test be sent every year you participate in the Combined
Federal/State Filing program. Each record, both in the test and the actual data file, must conform to the
current Revenue Procedure.

.06 Within 1-2 days after your file has been sent, you will be notified via e-mail as to the
acceptability of your file if you provide a valid e-mail address on the “Verify Your Filing Information”
screen. If you are using e-mail filtering software, configure your software to accept e-mail from
fire@irs.gov and irs.e-helpmail@irs.gov. If the file is bad, the filer must return to http://fire.irs.gov to
determine what the errors are in the file by clicking on CHECK FILE STATUS. If the test file was
unacceptable a new file can be transmitted up to February 15, 2010.

.07 A separate Form 6847 is required for each payer. A transmitter may not combine payers on
one Form 6847 even if acting as Attorney-in-Fact for several payers. Form 6847 may be computer-
generated as long as it includes all information on the original form, or it may be photocopied. If Form
6847 is signed by an Attorney-in-Fact, the written consent from the payer must clearly indicate that the
Attorney-in-Fact is empowered to authorize release of the information.

.08 Only code the records for participating states and for those payers who have submitted Form

6847.
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.09 If a payee has a reporting requirement for more than one state, separate "B" Records must be

created for each state. Payers must prorate the amounts to determine what should be reported to each state.
Do not report the total amount to each state. This will cause duplicate reporting.

.10 Some participating states require separate notification that the payer is filing in this manner.
Since IRS/ECC-MTB acts as a forwarding agent only, it is the payer's responsibility to contact the
appropriate states for further information.

.11 All corrections properly coded for the Combined Federal/State Filing Program will be
forwarded to the participating states. Only send corrections which affect the Federal reporting or affect
Federal and State reporting.. Errors which apply only to the state filing requirement should be sent directly
to the state.

.12 Participating states and corresponding valid state codes are listed in Table 1 of this section.
The appropriate state code must be entered for those documents that meet the state filing requirements; do
not use state abbreviations.

.13 Each state’s filing requirements are subject to change by the state. It is the payer's
responsibility to contact the participating states to verify their criteria.

.14 Upon submission of the actual files, the transmitter must be sure of the following:

(a) All records are coded exactly as required by this Revenue Procedure.

(b) A State Total "K" Record(s) for each state(s) being reported follows the "C" Record.

(c) Payment amount totals and the valid participating state code are included in the State Totals

"K" Record(s).

(d) The last "K" Record is followed by an "A" Record or an End of Transmission "F" Record (if

this is the last record of the entire file).

Table 1. Participating States and Their Codes *
State Code State Code State Code

Alabama 01 Indiana 18 Nebraska 31
Arizona 04 lowa 19 New Jersey 34
Arkansas 05 Kansas 20 New Mexico 35
California 06 Louisiana 22 North Carolina 37
Colorado 07 Maine 23 North Dakota 38
Connecticut 08 Maryland 24 Ohio 39
Delaware 10 Massachusetts 25 South Carolina 45
District of Columbia 11 Minnesota 27 Utah 49
Georgia 13 Mississippi 28 Virginia 51
Hawaii 15 Missouri 29 Wisconsin 55
Idaho 16 Montana 30

* The codes listed above are correct for the IRS Combined Federal/State Filing Program
and may not correspond to the state codes of other agencies or programs.

Sample File Layout for Combined Federal/State Filer

Transmitter Payer "A" Payee "B" Payee "B" Payee "B" End of Payer
T Record coded Record with Record with Record, no "C" Record
Record with 1in state code 15 state code 06 state code
position 26 in positions in positions
747-748 747-748
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State Total "K" Record State Total "K" Record End of Transmission "F"
for "B" records coded 15. for "B" records coded 06. Record
"K" record coded 15 in positions | "K" record coded 06 in positions
T47-748. T47-748.

Sec. 11. Penalties Associated With Information Returns

.01 The following penalties generally apply to the person required to file information returns. The
penalties apply to electronic filers as well as to paper filers.

.02 Failure To File Correct Information Returns by the Due Date (Section 6721). If you
fail to file a correct information return by the due date and you cannot show reasonable cause, you may be
subject to a penalty. The penalty applies if you fail to file timely, you fail to include all information
required to be shown on a return, or you include incorrect information on a return. The penalty also
applies if you file on paper when you were required to file electronically, you report an incorrect TIN or
fail to report a TIN, or you fail to file paper forms that are machine readable.

The amount of the penalty is based on when you file the correct information return. The penalty
is:

e  $15 per information return if you correctly file within 30 days of the due date of the return

(See Part A, Sec. 7 .02); maximum penalty $75,000 per year ($25,000 for small businesses).

e  $30 per information return if you correctly file more than 30 days after the due date but by

August 1; maximum penalty $150,000 per year ($50,000 for small businesses).

e 350 per information return if you file after August 1 or you do not file required information

returns; maximum penalty $250,000 per year ($100,000 for small businesses).

.03 A late filing penalty may be assessed for a replacement file which is not transmitted by the
required date. See Part B, Sec. 4 .06, for more information on replacement files.

.04 Intentional disregard of filing requirements. If failure to file a correct information return is
due to intentional disregard of the filing or correct information requirements, the penalty is at least $100
per information return with no maximum penalty.

.05 Failure To Furnish Correct Payee Statements (Section 6722). For information regarding
penalties which may apply to failure to furnish correct payee statements, see 2009 General Instructions for
Forms 1099, 1098, 3921, 3922, 5498, and W-2G.

Sec. 12. State Abbreviations
.01 The following state and U.S. territory abbreviations are to be used when developing the state

code portion of address fields. This table provides state and territory abbreviations only, and does not
represent those states participating in the Combined Federal/State Filing Program.

State | Code | State ' Code State Code |
Alabama AL Kentucky KY No. Mariana Islands MP
Alaska AK Louisiana LA Ohio OH
American Samoa AS Maine ME Oklahoma OK
Arizona AZ Marshall Islands MH Oregon OR
Arkansas AR Maryland MD Pennsylvania PA
California CA Massachusetts MA Puerto Rico PR
Colorado CoO Michigan Ml Rhode Island RI
Connecticut CT Minnesota MN South Carolina SC
Delaware DE Mississippi MS South Dakota SD
District of Columbia DC Missouri MO Tennessee TN
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State Code ___State Code

Federated States of FM Montana MT Texas X
Micronesia

Florida FL Nebraska NE Utah uT
Georgia GA Nevada NV Vermont VT
Guam GU New Hampshire NH Virginia VA
Hawaii HI New Jersey NJ (U.S)) Virgin Islands VI
Idaho ID New Mexico NM Washington WA
Ilinois IL New York NY West Virginia WV
Indiana IN North Carolina NC Wisconsin WI
lowa 1A North Dakota ND Wyoming wy
Kansas KS

.02 Filers must adhere to the city, state, and ZIP Code format for U.S. addresses in the "B"
Record. This also includes American Samoa, Federated States of Micronesia, Guam, Marshall Islands,
Northern Mariana Islands, Puerto Rico, and the U. S. Virgin Islands.

.03 For foreign country addresses, filers may use a 51 position free format which should include
city, province or state, postal code, and name of country in this order. This is allowable only if a "1" (one)
appears in the Foreign Country Indicator, Field Position 247, of the "B" Record.

.04 When reporting APO/FPO addresses, use the following format:

EXAMPLE:

Payee Name PVT Willard J. Doe

Mailing Address Company F, PSC Box 100
167 Infantry REGT

Payee City APO (or FPO)

Payee State AE, AA, or AP*

Payee ZIP Code 098010100

*AE is the designation for ZIPs beginning with 090-098, AA for ZIP 340, and AP for ZIPs 962-966.

Part B. Electronic Filing Specifications

Note 1: The FIRE System DOES NOT provide fill-in forms, except for Form 8809, Application for
Extension of Time to File Information Returns. Filers must program files according to the Record
Layout Specifications contained in this publication. For a list of software providers, log on to
www.irs.gov and go to the Approved IRS e-file for Business Providers link. Also, see Part A, Sec. 5
.03.

Note 2: The FIRE System may be down every Wednesday from 3:00 a.m. to 5:00 a.m. EST for
maintenance.

Sec. 1. General

.01 Electronic filing of Forms 1098, 1099, 3921, 3922, 5498, and W-2G information returns, originals,
corrections, and replacements is the method of filing for payers who meet the 250 returns filing requirement.
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Payers who are under the filing threshold requirement, are encouraged to file electronically. Form 8935, Airline
Payments Report, may also be filed electronically.

.02 All electronic filing of information returns are received at IRS/ECC-MTB via the FIRE (Filing
Information Returns Electronically) System. To connect to the FIRE System, point your browser to
http:/fire.irs.gov. The system is designed to support the electronic filing of information returns only.

.03 The electronic filing of information returns is not affiliated with any other IRS electronic filing
programs. Filers must obtain separate approval to participate in each program. Only inquiries concerning
electronic filing of information returns should be directed to IRS/ECC-MTB.

.04 Files submitted to IRS/ECC-MTB electronically must be in standard ASCII code. Do not send paper
forms with the same information as electronically submitted files. This would create duplicate reporting resulting
in penalty notices.

.05 See Part C, Record Format Specifications and Record Layouts for the proper record format.

.06 Form 8809, Application for Extension of Time to File Information Returns, is available as a fill-in
form via the FIRE System. If you do not already have a User ID and password refer to Section 7. At the Main
Menu, click “Extension of Time Request” and then click “Fill-in Extension Form”. This option is only used to
request an automatic 30-day extension and must be completed by the due date of the return for each payer
requesting an extension. Print the approval page for your records. Refer to Part D for additional details.

Sec. 2. Electronic Filing Approval Procedure

.01 Filers must obtain a Transmitter Control Code (TCC) prior to submitting files electronically. Refer to
Part A, Sec. 6, for information on how to obtain a TCC.

.02 Once a TCC is obtained, electronic filers create their own User ID, password and PIN (Personal
Identification Number) and do not need prior or special approval. See Part B, Sec. 5, for more information on the
PIN.

.03 If a filer is submitting files for more than one TCC, it is not necessary to create a separate User ID and
password for each TCC.

.04 For all passwords, it is the user's responsibility to remember the password and not allow the password
to be compromised. Passwords are user created at first logon and must be 8 alpha/numerics containing at least 1
uppercase, 1 lowercase, and 1 numeric. However, filers who forget their password or PIN, can call toll-free 1-
866-455-7438 for assistance. The FIRE System will require users to change their passwords periodically. Users
can change their passwords at any time from the Main Menu. Prior passwords cannot be used.

Sec. 3. Test Files

.01 Filers are not required to submit a test file; however, the submission of a test file is encouraged for all
new electronic filers to test hardware and software. If filers wish to submit an electronic test file for Tax Year
2009 (returns to be filed in 2010), it must be submitted to IRS/ECC-MTB no earlier than November 1, 2009, and
no later than February 15, 2010.

.02 IRS/ECC-MTB encourages first time electronic filers to submit a test. Test files are required
for filers wishing to participate in the Combined Federal/State Filing Program. See Part A, Sec. 10, for
further information on the Combined Federal/State Filing Program.

.03 The test file must consist of a sample of each type of record:

(@) Transmitter "T" Record (all fields marked required must include transmitter information)
(b) Payer "A" Record

(c) Multiple Payee "B" Records (at least 11 "'B"* Records per each A" Record)

(d) End of Payer "C" Record

(e) State Totals "K" Record, if participating in the Combined Federal/State Filing Program
(f) End of Transmission "F" Record (See Part C for record formats.)
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.04 Use the Test Indicator "T" in Field Position 28 of the "T" Record to show this is a test file.

.05 IRS/ECC-MTB will check the file to ensure it meets the specifications of this Revenue
Procedure. For current filers, sending a test file will provide the opportunity to ensure their software
reflects any programming changes.

.06 Filers who encounter problems while transmitting the electronic test file can contact IRS/ECC-MTB
toll-free 1-866-455-7438 for assistance.

.07 Within 1-2 days after your file has been sent, you will be notified via e-mail as to the acceptability of
your file if you provide a valid e-mail address on the “Verify Your Filing Information” screen. If you are using e-
mail filtering software, configure your software to accept e-mail from fire@irs.gov and irs.e-helpmail@irs.gov. If
the file is bad, the filer must return to http://fire.irs.gov to determine what the errors are in the file by clicking on
CHECK FILE STATUS. If your results indicate:

(@ "Good, Federal Reporting” - Your test file is good for federal reporting only. Click on the
filename for additional details.

(b) "Good, Federal/State Reporting” - Your file is good for the Combined Federal and State
Filing Program (see Part A, Section 10 for further details). Click on the filename for
additional details.

(c) “Bad" - This means that your test file contained errors. Click on the filename for a list of
the errors. If you want to send another test file, send it as a test (not a replacement, original
or correction).

(d) “Not Yet Processed” - The file has been received, but we do not have results available yet.
Please allow another day for results.

Sec. 4. Electronic Submissions

.01 Electronically filed information may be submitted to IRS/ECC-MTB 24 hours a day, 7 days a week.
Technical assistance is available Monday through Friday between 8:30 a.m. and 4:30 p.m. EST by calling toll-free
1-866-455-7438.

.02 The FIRE System will be down from 2 p.m. EST December 22, 2009, through January 4, 2010.
This allows IRS/ECC-MTB to update its system to reflect current year changes. In addition, the FIRE System may
be down every Wednesday from 3:00 a.m. to 5:00 a.m. EST for maintenance.

.03 Your file size cannot exceed 2.5 million records. If you are sending files larger than 10,000 records
electronically, data compression is encouraged. WinZip and PKZIP are the only acceptable compression packages.

IRS/ECC-MTB cannot accept self-extracting zip files or compressed files containing multiple files. The time
required to transmit information returns electronically will vary depending upon the type of connection to the
Internet and if data compression is used. The time required to transmit a file can be reduced up to 95 percent
by using compression.

.04 The FIRE System can accept multiple files for the same type of return providing duplicate data is not
transmitted. For example, if your company has several branches issuing 1099-INT forms, it is not necessary to
consolidate all the forms into one transmission. Each file may be sent separately, providing duplicate data is not
transmitted.

.05 Transmitters may create files using self assigned filename(s). Files submitted electronically will be
assigned a new unique filename by the FIRE System. The filename assigned by the FIRE System will consist of
submission type (TEST, ORIG [original], CORR [correction], and REPL [replacement]), the filer's TCC and a
four-digit number sequence. The sequence number will be incremented for every file sent. For example, if it is
your first original file for the calendar year and your TCC is 44444, the IRS assigned filename would be
ORIG.44444.0001. Record the file name. This information will be needed by IRS/ECC-MTB to identify the file,
if assistance is required.
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.06 If a file submitted timely is bad, the filer will have up to 60 days from the day the file was transmitted
to submit an acceptable replacement file. If an acceptable replacement file is not received within 60 days, the
payer could be subject to late filing penalties. This only applies to files originally submitted electronically.

.07 The following definitions have been provided to help distinguish between a correction and a
replacement:

e A correction is an information return submitted by the transmitter to correct an
information return that was previously submitted to and processed by IRS/ECC-MTB, but
contained erroneous information. (See Note.)

Note: Corrections should only be made to records that have been submitted incorrectly, not the
entire file.

o Areplacement is an information return file sent by the filer because the CHECK FILE
STATUS option on the FIRE System indicated the original/correction file was bad. After
the necessary changes have been made, the file must be transmitted through the FIRE
System. (See Note.)

Note: Filers should never transmit anything to IRS/ECC-MTB as a ""Replacement™ file unless the
CHECK FILE STATUS option on the FIRE System indicates a previous file is bad.

Sec. 5. PIN Requirements

.01 The user will be prompted to create a PIN consisting of 10 numeric characters when establishing
their initial User ID name and password.

.02 The PIN is required each time an ORIGINAL, CORRECTION, or REPLACEMENT file is sent
electronically and is permission to release the file. It is not needed for a TEST file. An authorized agent may enter
their PIN; however, the payer is responsible for the accuracy of the returns. The payer will be liable for penalties
for failure to comply with filing requirements. If you forget your PIN, please call toll-free 1-866-455-7438 for
assistance.

.03 If the file is good, it is released for mainline processing after 10 calendar days from receipt. Contact
us toll-free 1-866-455-7438 within this 10-day period if there is a reason the file should not be released for further
processing. If the file is bad, follow normal replacement procedures.

Sec. 6. Electronic Filing Specifications

.01 The FIRE System is designed exclusively for the filing of Forms 1042-S, 1098, 1099, 3921, 3922,
5498, 8027, 8935 and W-2G.

.02 A transmitter must have a TCC (see Part A, Sec. 6) before a file can be transmitted.

.03 After 1-2 business days, the results of the electronic transmission will be e-mailed to you providing
you provide an accurate e-mail address on the “Verify Your Filing Information” screen. If you are using e-mail
filtering software, configure your software to accept e-mail from fire@irs.gov and irs.e-helpmail@irs.gov. If after
receiving the e-mail it indicates that your file is bad, you must log into the FIRE System and go to the CHECK
FILE STATUS area of the FIRE System to determine what the errors are in your file.

Sec. 7. Connecting to the FIRE System
.01 Before connecting, have your TCC and TIN available.
.02 Filers should turn off pop-up blocking software before transmitting their files.
.03 Your browser must support the security standards listed below.
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.04 Your browser must be set to receive “cookies.” Cookies are used to preserve your User ID status.
.05 Point your browser to http://fire.irs.gov to connect to the FIRE System.
.06 FIRE Internet Security Technical Standards are:

HTTP 1.1 Specification (http://www.w3.org/Protocols/rfc2616/rfc2616.txt)

SSL 3.0 or TLS 1.0. SSL and TLS are implemented using SHA and RSA 1024 bits during the asymmetric
handshake.

SSL 3.0 Specifications (http://wp/netscape.com/eng/ssl3)

TLS 1.0 Specifications (http://www.ief.org/rfc/rfc2246.txt)

The filer can use one of the following encryption algorithms, listed in order of priority, using SSL or TLS:
*AES 256-bit (FIPS-197)

*AES 128-bit (FIPS-197)

TDES 168-bit (FIPS-46-3)

**RC4 128-bit

*IRS intends to start offering this sometime during the period of this publication. If you plan to use it,
please contact us to see if it is available.

** |RS intends to drop this non-FIPS algorithm during the period of this publication after the Service
starts offering AES.

First time connection to the FIRE System (If you have logged on previously, skip to Subsequent
Connections to the FIRE System.)

Click ""Create New Account."

Fill out the registration form and click ""Submit."

Create your User ID

Create and verify your password (the password is user created and must be 8
alpha/numerics, containing at least 1 uppercase, 1 lowercase and 1 numeric). FIRE will
require you to change the password periodically.

Click ""Create.™

If you receive the message ""Account Created," click ""OK."

Create and verify your 10-digit self-assigned PIN (Personal Identification Number).
Click "*Submit.”

If you receive the message ""Your PIN has been successfully created!,” click "OK.""
Read the bulletin(s) and/or “Click here to continue."

Subsequent connections to the FIRE System

Click ""Log On."

Enter your User ID.

Enter your password (the password is case sensitive).
Read the bulletin(s) and/or “Click here to continue."

Uploading your file to the FIRE System
At Menu Options:
Click ""Send Information Returns"
Enter your TCC:
Enter your TIN:
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Click *""Submit.""

The system will then display the company name, address, city, state, ZIP code, telephone
number, contact and e-mail address. This information will be used to e-mail the
transmitter regarding their transmission. Update as appropriate and/or Click ""Accept.”

Note: Please ensure that the e-mail address is accurate so that the correct person
receives the e-mail and it does not return to us undeliverable. If you are using SPAM
filtering software, configure it to allow an e-mail from fire@irs.qgov and irs.e-
helpmail@irs.gov.

Click one of the following:
Original File
Correction File
Test File (This option will only be available from 11/1/2009 - 02/15/2010.)
Replacement File

e Electronic Replacement (file was originally transmitted on this system)
Click the file to be replaced.

e Mag Media Replacement (file was originally sent on some type of magnetic media)
Enter the alpha character from the letter (L-2494) that was returned. It is located on the
top right on the letter under “Refer Reply To:” For example, if the letter indicates TCC
44444, the alpha code that would be entered is “A.” Click “Submit.”

Enter your 10-digit PIN (not prompted for this if a test is being sent).
Click ""Submit.™

Click ""Browse" to locate the file and open it.

Click ""Upload.™

When the upload is complete, the screen will display the total bytes received and tell you the name of
the file you just uploaded. Print this page and keep it for your records.
If you have more files to upload for that TCC:
Click ""File Another?;"" otherwise,
Click ""Main Menu."*

It is your responsibility to check the acceptability of your file; therefore, be sure to check back into
the system in 1-2 business days using the CHECK FILE STATUS option.

Checking your FILE STATUS

If the correct e-mail address was provided on the “Verify Your Filing Information” screen when the file
was sent, an e-mail will be sent regarding your FILE STATUS. If the results in the e-mail indicate “Good,
not Released” and you agree with the “Count of Payees”, then you are finished with this file. If you have
any other results, please follow the instructions below.
At the Main Menu:

Click ""Check File Status."

Enter your TCC:

Enter your TIN:

Click **Search."
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If "Results" indicate:

""Good, Not Released™ - and you agree with the "Count of Payees", you are finished
with this file. The file will automatically be released after 10 calendar days unless you
contact us within this timeframe.

""Good, Released" — File has been released to our mainline processing.

""Bad" — Click on filename to view error message(s). Correct the errors and timely
resubmit the file as a "replacement”.

""Not yet processed" - File has been received, but we do not have results available yet.
Please check back in a few days.

Click on the desired file for a detailed report of your transmission.
When you are finished, click on Main Menu.

Click ""Log Out.”

Close your Web Browser.

Sec. 8. Common Problems and Questions

IRS/ECC-MTB encourages filers to verify the format and content of each type of record to
ensure the accuracy of the data. This may eliminate the need for IRS/ECC-MTB to request replacement
files. This may be important for those payers who have either had their files prepared by a service bureau
or who have purchased software packages.

Filers who engage a service bureau to transmit files on their behalf should be careful not to
report duplicate data, which may generate penalty notices.

This section lists some of the problems most frequently encountered with electronic files submitted
to IRS/ECC-MTB. These problems may result in IRS/ECC-MTB requesting replacement files.

1. Discrepancy Between IRS/ECC-MTB Totals and Totals in Payer ""C** Records

The "C" Record is a summary record for a type of return for a given payer. IRS compares the total number
of payees and payment amounts in the "B" records with totals in the "C" Records. The two totals must
agree. Do NOT enter negative amounts except when reporting Forms 1099-B or 1099-Q. Money amounts
must be all numeric, right-justified and zero (0) fill unused positions. Do Not Use Blanks.

2. Missing Correction Indicator in Payee ""B"" Record.

When a file is submitted as a correction file, there must be a correction indicator, "G" or "C" in position 6
of the Payee "B" record. See Part A, Sec. 8.

3. Incorrect TIN in Payer A" Record.
The Payer’s TIN reported in positions 12-20 of the "A" record must be a nine-digit number. (Do Not
Enter Hyphens.) The TIN and the First Payer Name Line provided in the "A" record must correspond.

4. Incorrect Tax Year in the Transmitter "' T'" Record, Payer A" Record and the Payee "'B"
Records.
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The tax year in the transmitter, payer and payee records should reflect the tax year of the information
return being reported. For prior tax year data, there must be a "P" in position 6 of the Transmitter "T"
Record. This position must be blank for current tax year data.

5. Incorrect use of Test Indicator.

When sending a test file, position 28 of the Transmitter "T" record should contain a "T", otherwise blank
fill. Do not populate this field with a “T” if sending an original, replacement or correction file.

6. Incorrect Format for TINs in the Payee "'B"* Record.

TINSs entered in positions 12-20 of the Payee "B" record must consist of nine numerics only. (Do Not
Enter Hyphens.) Incorrect formatting of TINs may result in a penalty.

7. Distribution Codes for Form 1099-R reported incorrectly.

For Form 1099-R, there must be valid Distribution Code(s) in positions 545-546 of the Payee "B" Record.
For valid codes (and combinations), see Guide to Distribution Codes in Part C. If only one distribution
code is required, it must be entered in position 545 and position 546 must be blank. A blank in position
545 is not acceptable.

8.The Payment Amount Fields in the ""B"* Record Do Not Correspond to the Amount Codes in the
"A" Record.

The Amount Codes used in the "A" Record MUST correspond with the payment amount fields used in the
"B"Records. The amount codes must be left-justified, in ascending order with the unused positions blank.
For Example: If the "B" Records show payment amounts in Payment Amount fields 2, 4, and 7, then the
"A" Record must correspond with 2, 4, and 7 in the Amount Codes field.

NON-FORMAT ERRORS

1. SPAM filters are not set to receive e-mail from fire@irs.gov and irs.e-helpmail@irs.qgov.

If you want to receive e-mails concerning your files, processing results, reminders and notices, set your
SPAM filter to receive e-mail from fire@irs.gov and irs.e-helpmail@irs.gov.

2. Incorrect e-mail address provided.

When the “Verify Your Filing Information” screen is displayed, make sure your correct e-mail address is
listed. If not, please update with the correct e-mail address.

3. Transmitter does not check the FIRE System to determine why the file is bad.

The results of your file transfer are posted to the FIRE System within two business days. If the correct e-
mail address was provided on the “Verify Your Filing Information” screen when the file was sent, an e-
mail will be sent regarding your FILE STATUS. If the results in the e-mail indicate “Good, not Released”
and you agree with the “Count of Payees”, then you are finished with this file. If you have any other
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results, please follow the instructions in the Check File Status option. If the file contains errors, you can
get an online listing of the errors. Date received and number of payee records are also displayed. If the
file is good, but you do not want the file processed, you must contact IRS/ECC-MTB within 10 calendar
days from the transmission of your file.

4. Incorrect file is not replaced timely.

If your file is bad, correct the file and timely resubmit as a replacement.

5. Transmitter sends an original file that is good, and then sends a correction file for the entire file
even though there are only a few changes.

The correction file, containing the proper coding, should only contain the records needing correction, not
the entire file.

6. Transmitter sends a file and CHECK FILE STATUS indicates that the file is good, but the
transmitter wants to send a replacement or correction file to replace the
original/correction/replacement file.

Once a file has been transmitted, you cannot send a replacement file unless CHECK FILE STATUS
indicates the file is bad (1-2 business days after file was transmitted). If you do not want us to process the
file, you must first contact us toll-free 1-866-455-7438 to see if this is a possibility.

7. Transmitter compresses several files into one.

Only compress one file at a time. For example, if you have 10 uncompressed files to send, compress each
file separately and send 10 separate compressed files.

8. File is formatted as EBCDIC.

All files submitted electronically must be in standard ASCII code.

9. Transmitter has one TCC number, but is filing for multiple companies, which TIN should be used
when sending the file?

When sending the file electronically, you will need to enter the TIN of the company assigned to the TCC.
When you upload the file, it will contain the TINs of the other companies for which you are filing. This is
the information that will be passed forward.

10. Transmitter sent the wrong file, what should be done?

Call us as soon as possible toll-free at 1-866-455-7438. We may be able to stop the file before it has been
processed. Please do not send a replacement for a file that is marked as a good file.
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(See Instructions on back)

Department of the Treasury — Internal Revenue Service IRS Use Only | OMB No.
Fom 4419 Application for Filing Information Returns 16450587
(Rev. 6-2009) Electronically (FIRE)
Please type or print in BLACK ink.

1. Transmitter information
Name

Mailing Address

City State Zip

2. Person to contact about this request
Name

Title

Email address Telephone number

3. Employer Identification Number (EIN) |4. Foreign Transmitter without a TIN | 5. Tax year you wish to begin filing
(Social Security Number Not Permitted) electronically

|:| Yes

6. Will you be using your TCC only for transmitting requests for extension of time to file? |:| Yes |:| No

7. Type of Return To Be Reported (Check only types of forms you currently need to file)

Important: Form W-2 information is sent to the Social Security Administration (SSA) only. Do not use Form 4419 to
request authorization to file this information electronically. Contact SSA for W-2 electronic filing information at
1-800-772-6270.

|:| Forms 1098, 1099, 3921, |:| Form 1042-S, Foreign Person’s Form 8027, Employer’'s Annual
3922, 5498 and W-2G U.S. Source Income Subject to Information Return of Tip Income
Withholding and Allocated Tips

8. Check the appropriate box

I have or will have software which will | have a service provider who will file
format my data into the IRS required format. my data for me.

Note: For the forms referenced in Box 7, electronic filing does not refer to on-line fill-in forms.

Under penalties of perjury, | declare that | have examined this document, including any accompanying statements, and,
to the best of my knowledge and belief, it is true, correct, and complete.

9. Person Name (type or print) Title
responsible for
preparation of

tax reports Signature Date

Catalog Number 41639J Form 4419 (Rev. 6-2009)



Form 4419 (Rev. 6-2009)

Page 2

General Instructions

Paperwork Reduction Act Notice. We ask for the
information on these forms to carry out the Internal
Revenue Laws of the United States. You are not required
to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form
displays a valid OMB control number. Books or records
relating to a form must be retained as long as their
contents may become material in the administration of any
Internal Revenue law. Generally, tax returns and return
information are confidential, as required by Code section
6103.

The time needed to provide this information would vary
depending on individual circumstances. The estimated
average time is:

Preparing Form 4419 ...................... 20 min.

If you have comments concerning the accuracy of this
time estimate or suggestions for making this form simpler,
we would be happy to hear from you. You can write to the
Internal Revenue Service, Tax Products Coordinating
Committee, SE:W:CAR:MP:T:T:SP, 1111 Constitution
Ave. NW, IR-6406, Washington, DC 20224.

DO NOT SEND THE FORM TO THIS OFFICE. Instead,
see the instructions below on where to file. When
completing this form, please type or print clearly in
BLACK ink.

Purpose of Form. File Form 4419 to request authorization
to file any of the forms shown in Block 7 electronically.
Please be sure to complete all appropriate blocks. If your
application is approved, a five-character alpha-numeric
Transmitter Control Code (TCC) will be assigned to your
organization.

If any information on the form should change, please write
to IRS/Enterprise Computing Center - Martinsburg so we
can update our database. It is not necessary to submit a
new Form 4419.

NOTE: Do NOT use Form 4419 to request authorization
to file Forms W-2 electronically. Contact SSA at
1-800-772-6270 if you have any questions concerning
the filing of Forms W-2.

Specific Instructions

Block 1
Enter the name and complete address of the organization
that will submit the electronic files (transmitter).

Block 2

Enter the name, title, email address (if available) and
telephone number (with area code) of the person to
contact about this application if IRS needs additional
information. This should be a person who is knowledge-
able about electronic filing of information returns.

Block 3

Enter the Employer Identification Number (EIN) of the
organization transmitting the electronic files. Social
Security Numbers are not permitted.

Block 4
If you are a foreign transmitter who does not have a
nine-digit Taxpayer Identification Number, check this box.

Block 5
Enter the tax year that you wish to start filing electronically.

Block 6

Indicate if you are requesting this Transmitter Control
Code solely for filing electronic requests for an extension
of time to file information returns.

Block 7

Check the box next to all of the returns you will file with
IRS electronically.

A separate TCC will be assigned for each box checked
in Block 7. Please make sure you submit your electronic
files using the correct TCC.

Thereafter, if you need to add any of the forms identified
in Block 7, it will be necessary to submit another Form
4419 to IRS so another TCC can be assigned.

Block 8

Indicate if your company will be filing your data with a
software package or if you have contracted to have a
service provider file your data for you. Note: The FIRE
System does not provide an on-line fill-in option for
the forms listed in Box 7. You must transmit your
data in a specific format required by IRS.

Block 9

The form must be signed and dated by an official of the
company or organization requesting authorization to
report electronically.

Mailing Address:
Send your Form 4419 to the address below:

Internal Revenue Service

Enterprise Computing Center - Martinsburg
Information Reporting Program

230 Murall Drive

Kearneysville, WV 25430

In order to ensure timely filing, submit Form 4419 at
least 30 days before the due date of the return. If you
prefer, the Form 4419 can be faxed toll-free to

(877) 477-0572, but do not do both (faxing and mailing).
The Form 4419 is subject to review before the approval
to transmit electronically is granted and may require
additional documentation at the request of IRS. If your
application is approved, IRS will assign a TCC to your
organization. We will not issue your TCC without a
signed Form 4419, and we will not issue a TCC over the
phone or by email. If you do not receive a reply from
IRS within 30 days, contact us at the telephone number
shown below. Do not submit any files until you receive
your TCC.

For further information concerning the filing of
information returns with IRS electronically, you may
access www.irs.gov for Publication 1220 for the current
tax year.

If you do not have internet access, you may contact the
IRS Enterprise Computing Center - Martinsburg toll-free
at (866) 455-7438 between 8:30 a.m. and 4:30 p.m.
Eastern Standard Time.






