v

Did this vendor perform a
service, provide medical
treatment/services, or
provide legal advise for you
or your business? Or did you
pay rent to them?

NO

v

You do not have to send a
1099 Misc.

v

Use this section after
completing the first section
to determine if a 1099 Misc

is needed. Do you have a W-

9 on file for the vendor in
question?

NO

v

You must have a W-9 to
continue.

YES

e 2

YES

Was the value of all services
performed or rents paid
during the past year $600 or
more?

NO

V¥

Was the vendor an attorney
or provide legal advise?

NO

v

You do not need to send a
1099 Misc.

Is LLC checked on the top
portion of the W-9?

NO

V¥

Is C Corp or S Corp
checked?

NO

v

If Parternership is selected,
a 1099 Misc is needed for
any services including
medical, rent, or is an
attorney. Otherwise, a 1099
isn't needed.

YES

>

YES

YES

YES

1099 Help Chart

Is this an individual as
opposed to a company?

YES

v

You must send the vendor a
1099 Misc. Also,set the
vendor as a 1099 vendor in
Profund.

Does the space on the line,
to the right of the LLC check
mark have a letter in it?

NO

v

You need to request another
W-9 from the vendor. The
W-9 form is either
incomplete or an old W-9
form. The safest thing is to
send a 1099 Misc.

A 1099 Misc isn't needed for
C Corp or S Corp EXCEPT if
the vendor provides legal
advise or medical
services/treatment.

YES

Does the name of the
company end in INC?

YES

v

You do not need to send a
1099 Misc unless the vendor
is an attorney or provides
medical services. Also, the
vendor will need to be set up
as a 1099 vendor.

Is the letter a P?

YES

v

You must send a 1099 Misc
only for services including
medical, legal advise, or
rent.

* If a business has a DBA name listed on the second line of the W-9, use
the DBA name to set up the vendor and under the Contact Information

NO

>

NO

L 4

>

This flowchart will help to determine when a 1099 Misc form is needed for a vendor.

You must have a W-9 to
determine if a 1099 is
needed. Go to the next
chart.

You are not required to send
a 1099 Misc for S or C Corp
unless the vendor is an
attorney or provides medical
services/treatment.

This vendor needs to be set
up as a 1099 vendor in
Profund. The AP clerk will
un-check in payable if not for
services including medical,
legal advise, or rent.

P= check 1099 box
I= check 1099 box

1099 Codes

(A) Attorney Fees

(M) Medical/Health-for medical/
health services

(N) Non-Employment Comp-for
independent contractors and/or
individuals that are not employees
(O) Other Income-for any other
payments for services not listed
above including rent.

screen, enter the individual's name as the Company Name and list the
DBA name in the DBA box and list the address as shown on the W-9.
You will also need to add an Address 1 and list the DBA name in the
Company name column so that address can be used for check payments.
See following pages for screenshots of vendor setup.



Form W-9 Request for Taxpayel

{Rev. March 2024) Identiflcation Number and Cer
wmwmw Go Lo wvw.lrg.goviFormWD lor Inatructions ond the |

Before you begin. For guidancoe rofated lo the pupose of Form W-8, sea Purpose of Ferm, b

Print or typo.
Ses Spne\"ﬁ: Insirucllons on page 3.

1 Nama af entityfindividual An omiry s required, (For a sole proprinlor or disrogarded ontity, sntar
ontity'a name on ling 2.)

: wma++heu Sh L{
éa?gm

| _Bristol tns and Gri il

3a Check the appropriale hox for federnl tax classification of 1 enbiy/Individual whosa hame I ar
only ona ef tha following soven boxes,

ndnidualizol propristor ] Cooporgtion  [] Scoporstion ] Portnership

[ LLC. Enter thn tax elassifieion (G = G corporation, § = § coporatien, P o Purtnershiy)
Neter Check the =t LC* box abova nd, in U ontry space, enter the appropriate coda [, 5.
classifieation of the LLG, unleas it is a disregarded enlity. A disrogarded enlity should instend
box for the tax clasaificalion of its owner.

] Other faro imtnucticns)

b If on Ene 3a you chacked "Parinershin® or “Trust/estate,” or checked “LLG" and entered "P* m il
andywmpmﬁdingmuiumlonpmnusmp‘hnl uunnininminhynutnmanw

Ihubo:ﬂywhawanylumlan rinave, owners, or banaficiaries. Soq instructions . . -
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2_85 Vam:e STréed
G Cily. stale, ond ZIP

Bristol, VA 2720/

T List ascounl murderfs) hore (optional)

This line is for the DBA name

In Munis, go to Vendor and click Add and enter the following information:

General Vendor Information

Vendar *
Alpha*

Status *

Main

Contact Information

Company name * MATTHEW SHY

DEA

Address

Zip code
City

State

BRISTOL GARDENS AND GRILL
285 VANCE STREET

24201
BRISTOL

VA Virginia

1365 Entity * 1
BRISTOL GARDEN AND G Type 02 - SCHOOL ACTIVITY
ACTIVE Reason \The Type can also be
1. This vendor was
entered for School
General Miscellaneous E-Procurement / E-Invoicing Settings Ce ACtiVity'



Make sure to scroll down and enter either the Social Security or the Employer Identification # that is
listed on the W-9. For this example, the EIN number was entered.

Identification

S5N

FID 82-2166629
DUNS

Click on the General tab and enter the following information:

Make sure that you select both the 1099 vendor box and the W-9 received box at the bottom of the
screen.

Payment Recaipt

Method

Use tax group. 0.000%

Sales tax growp 0.000%

Default N - NONEMPLOYEE COMPENSAT

Here are the 1099 boxes codes that you will need to select depending on what service the vendor
will provide:

(A) Attorney fees
(M) Medical/Health payments

(N) Non-Employee Compensation-for independent contractors and/or individuals payments
that are not employees

(O) Other Income-for any other payments not listed above including rent



Main General Miscellaneous E-Procurement / E-Invoicing Settings Contacts User Defined Certifications Insurances Withholding

Terms Payment Receipt
Discaunt percent ooo Daysto discount ——
Minimumn ceder 00 Dayste net
Freight term/metn Ersight parcent 000
Frenote None v

ACH Crerride

I Number
Hame
Default Tax Information Purchasing Delivery Method
Use tax vendor Use tax group 0.00%
Sales tax group 0.000% Fax
AP Retainage IRS Information Payables Delivery Method
Status

Defaui M - NONEMPLOYEE COMPENSAT = 9 received Fax

This is the dropdown menu where you will need to enter either A, M, N, or O for the 1099 vendor
type.



To add Address 1 click on the Addresses folder: Addresses (0)

&% Vendor Addresses

Vendor Inquiry [Bristol Virginia Public Schools - PROD] > Wendor Addresses
Remit Address Purchasing Delivery Method Payables Delivery
Address number 1
Type * GENERAL - General Addresses - Contacts (0)
Alpha * BRISTOL GARDEN AND G
Company Name BRISTOL GARDENS AND GRILL
DBA
Address 285 VANCE STREET
Payment Information
Zip code 24201
Payment rec't method
City/State BRISTOL VA Virginia
Country
Fax Prenote None -
Email
DUNS

Put the DBA name as the Company Name and enter the address in the box shown above. This
ensures that the check is made out to the company, not the individual, in this example Bristol
Gardens and Grill.
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