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Policy
Hiring a non-employee individual to perform professional services (such as a musician) requires
that we treat that person as a 1099 contractor, submitting a 1099 for the year if his or her wages
exceed $600 during the calendar year.
Purpose
Persons paid on a 1099 basis are independent contractors and are self-employed. Independent
contractors are required to pay all self-employment taxes (Social Security & Medicare) as well as
income tax and do not receive any type of employment benefits.
This procedure describes how to deal with a non-employee individual who does not represent
an incorporated entity and who is paid to perform services for the church.
Procedures
1. Whenever an individual falls into the category of “independent contractor” he is required
to fill out and sign a Form W-9, Request for Taxpayer Identification Number and
Certification, before beginning work. The Form W-9 provides the correct taxpayer
identification number and certifies that the individual is not subject to backup
withholding.
2. The person representing the church in such transactions is responsible for obtaining the
completed form from the individual being hired. The completed and signed form must be
provided to the church office prior to work being completed.
3. The person representing the church in such transactions is also responsible for
submitting a check request form for payment for services rendered. Checks will not be
issued unless a completed and signed Form W-9 is on file.
4. The Form W-9 is valid until a change of information requires an updated executed form.
5. The completed Form W-9 is kept on file in the office and used to complete 1099-MISC
forms for the contractors that were paid $600.00 or more during the calendar year.
6. Form 1096 is filed with the Internal Revenue Service and the Commonwealth of
Massachusetts, showing the total amounts on the 1099 forms.

