EDDE:
Independent Contractor Reporting

Businesses and government entities (defined as a "service-recipient") are required to
report specified information to the Employment Development Department (EDD) on
independent contractors (defined as a "service-provider").

You are required to report independent contractor information if you hire an independent
contractor and the following statements all apply:

e You are required to file a Form 1099-MISC for the services performed by the
independent contractor.

e You pay the independent contractor $600 or more or enter into a contract for
$600 or more.

« The independent contractor is an individual or sole proprietorship.

The information you provide to the EDD will increase child support collection by helping
to locate parents who are delinquent in their child support obligations.

Reporting Requirements

You must report independent contractor information to the EDD within 20 days

of either making payments totaling $600 or more or entering into a contract for $600 or
more or entering with an independent contractor in any calendar year, whichever is
earlier. Businesses that transmit electronically must submit 2 monthly reports that are
not less than 12 days and not more than 16 days apart. Submit reports only for new
independent contractors.

You are required to provide the following information:
Service-recipient (business or government entity):

Federal Employer Identification Number (FEIN)

California employer payroll tax account number (if applicable)

Social Security number (SSN)
Service-recipient name/business name, address, and phone number

Service-provider (independent contractor):

First name, middle initial, and last name

Social Security number

Address

Start date of contract (if no contract, date payments equal $600 or more)
Amount of contract, including cents (if applicable)

Contract expiration date (if applicable)

Ongoing contract (check box if applicable)

. _________________________________________________________________________________________________|
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Independent Contractor Report

We recommend that this report be run twice a month to ensure that you report the contractor
within the 20 days allowed by the State. For example, you can chose to report on the 1st and
the 15th of every month.

This activity ONLY lists vendors that pass the search criteria AND have the
Independent Contractor flag turned on in the Vendor record.

The Independent Contractor activity is used to filter the Independent Contractor’s list to
find vendors that fit ALL of the following criteria:

e Vendors marked as independent contractors

e Requisitions created and direct payments with a check print date within a date
range (defaults to 01/01/xx to 12/31/xx)

e Requisitions and direct payments with an accumulated total over a certain
amount (defaults to $600) or greater

Go to Finance — Purchasing — Independent Contractors

e Leave the default dates or change to current period
e Click Go to generate list
e Review list to verify only Independent Contractors are listed

2 & - LUAEY:\:[ Finance - Purchasing - Independent Contractors

Search

£ Go Q Clear ‘u( Favorites

Search Critena - Independent Contractor Vendors .

B 1 - Independent Contracior Information
11142020
End Req/Payment Date  12/31/2020
Total Amount 600.00
Contract Start Date
Contract End Date
Contract Amount
Ongoing Contract
EDD Print Date Begin 1/1/2020..12/31/2020
EDD Printed? MNo
B 2 - Locate Vendor
Name Start
Vendor Id Start
Sort Name
Federal Tax Id
State Tax Id or SSN
Tax Classification

Begin Reg/Payment Date
Enter the earliest requisition and/or payment date for
vendors to list.
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Example List: Review that only Independent Contractors with an SSN are listed. If
there is an EIN (Employer Identification Number) listed then the vendor is flag
incorrectly and must be updated in the vendor record as No for IC. If changes are
made, then re-run the report to get an accurate list.

WA IEY\=1o8 Finance - Purchasing - Independent Contractors

Search List
l_¥ Open %Export a Tasks w |/ Grid
Wendor Id Sort Name @ Vendor Mame FedTaxId @ State Tax|dor SSN Active
Ane Rovetta Ane Rovetta I
000454 D3G Consulting Dan Bowen 264668777 o a
000338 Jubilee Jumps Jubilee Jumps #rr-H+ - Vendors with an EIN
000458 Matt Park Matthew Park #i4-47 NN should not be flagged as
000208 Redwood Pediatric Redwood Pediatric Thera 63-0432323 «— | Independent Contractors,
- must update in the
vendor record

Example List: Updated with IC only

From the list, click on the Preview Button to generate the report.

001 -\ABC Finance - Purchasing - Independent Contractors

Search List &
% Open % Expo@ Tasks * | Grid
endor Id Sort Mame @ “endor Name Fed TaxId  State TaxIdorSSN Active
Ane Rovetta Ane Rovetta -
000338 Jubilee Jumps Jubilee Jumps #i-H#- . Yes [
000455 Matt Park Matthew Park -+ Yes (
e Click Yes to generate Verify - Independent Contractor Reporting
the report

Update the listed Independent Contractors' information, print the
report and create the file now?

Yes: Update and print now
Ma: Cancel

( Yes ) No
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Example Report to send to EDD:
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