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Must be signed or submitted by an authorized signer on GAO-3DT Form
The GAO-94 is used to make corrections to the 1099-MISC form.  During January of each year, corrections are made before the 1099-MISC forms are created and mailed to recipients (by January 31st).  During the month of February, corrections are made before the IRS file is created.  However, corrections can be requested at any time during the year for any tax year.  If a correction is needed, it should be requested regardless of the dollar amount.
 
There is a small window of time, once the final 1099 Master reports are generated in the first week of January, to make corrections before the 1099-MISC data is sent to the print vendor for printing and mailing.  Agencies need to review the 1099 Master reports for accuracy and submit all corrections by the deadline listed in the annual 1099-MISC Reporting Memo and instructions issued by GAO.
 
I.         COMPLETING THE FORM
 
REQUIRED INFORMATION:
TAX YEAR - calendar year that the payments were made and reported on the 1099-MISC
AGENCY - three letter department code
DATE - current date
AUTHORIZED BY  - form can be submitted electronically to Vendors@azdoa.gov or hard copy to the GAO by an authorized signer listed on the GAO-3DT form. Agencies are not required to follow up with the originals.
         
1.  Check the appropriate box: ADD, CHANGE (indicate what the specific change is), DELETE, or DUPLICATE.
2.  The Tax Identification Number (TIN) must be indicated.  It will be a Social Security Number (SSN) or an Employer Identification Number (EIN).
3.  The name corresponding to the TIN must be indicated.  Make sure to include the DBA name if applicable.
4.  The address is required if it has changed.
5.  If an amount needs to be changed, indicate in the appropriate BOX #: the NEW or CORRECT amount, the OLD or PREVIOUS amount and the DIFFERENCE between them.  Refer to the current tax year 1099-MISC Form & Instructions issued by IRS for complete BOX# descriptions.  The IRS website is www.irs.gov.
6.  Make sure to enter a detailed explanation/reason for all corrections.
 
II.         COMMON CORRECTIONS NEEDED AND SOLUTIONS 
 
1.  Incorrect TIN.
§ On form GAO-94, make a request to delete the incorrect record and another request to add the correct record.  
§ If the correct TIN already has a 1099-MISC record:
§ On form GAO-94, make a request to delete the incorrect record and another request to change the correct record to include the amount deleted from the incorrect TIN.
§ Follow required steps to correct the vendor file.
§ Important note:  If the agency is correcting a mailing address, legal name or TIN, make sure we get an updated Substitute W-9 form if the vendor is in AFIS to update our vendor files.  If the vendor is not in AFIS, then an address change must come from the interfacing agency that paid the vendor during the tax year being reported.  The interfacing agency is responsible for accurately updating their vendor databases.
2.  Incorrect name, address, and/or dollar amount.
§ On form GAO-94, make a change request for the incorrect record.  
§ If the change is for the dollar amount, indicate the NEW or CORRECT amount and the OLD or PREVIOUS amount and the DIFFERENCE.
§ Follow required steps to correct the vendor file if applicable.
3.  Vendor does not have a 1099-MISC record, but should.
§ Make a request to add a record, indicating the TIN, name, full address, BOX #(s), and amount(s).  Note:  the OLD or PREVIOUS amount should be zero.
§ Follow required steps to correct the vendor file.
4.  Vendor should not have a 1099-MISC record.
§ On form GAO-94, make a request to delete the record.  Note: the NEW or CORRECT amount should be zero, but the OLD or PREVIOUS amount and the DIFFERENCE should be indicated.
5.  Reprints
·    The GAO will reprint and mail out copies of 1099 forms based on email requests and phone calls to our hotline (602-542-5553), but we will only mail them to the original address on file.  If the vendor wants a reprint but indicates their address has changed, we would first request they complete an updated Substitute W-9 so we can update our vendor files.  If they were paid by an interfacing agency only, we need approval from our 1099 contact at the agency before we will reprint and mail a copy of the 1099.  This requirement is for security and confidentiality reasons.  
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