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KNOW 
THE RULES
Every small business owner needs to 
know the rules of 1099 reporting and 
whether they will need to send out 1099 
forms at the end of each year. While 
there have been whispers of rule 
changes, the basic guidelines have 
stayed the same for years. And now you 
have a handy flowchart to answer your 
questions! Print the decision matrix chart 
included with this cheat sheet so you’ll 
never again have to wonder if a vendor 
will need to “be 1099’d” at year-end.

The number one question to ask yourself 
is if you bought goods or services from 
the vendor. 1099 forms only report the 
payment of services. So whether you 
bought office supplies or airplanes, 
vendors who sold you a physical product 
do not need to receive a 1099-MISC form 
at year-end.

The next big question is if you paid the 
vendor $600 or more during the 
calendar year. If you only paid a vendor 
$250 in all of last year, they are below 
the threshold and no 1099-MISC form is 
needed at year-end.

Lastly, determine if the vendor is a 
corporation. If they are incorporated, 
then they are exempt from receiving a 
1099-MISC form unless they are a 
Medical/Health provider or attorney.
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Tools for this step: The flowchart on Page 
Six will give you the full scoop!
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Remember the final step, determining if 
your vendor is a corporation? Well, if the 
word “Corporation” or “Inc” is in their 
name, then it’s a pretty safe bet that the 
company is a corporation.

But what if those words aren’t in the ven-
dor’s name? What if their name is “Acme 
Services, LLC” and you’re not sure? 
That’s where the W-9 Form comes in. 
The W-9 Form is a one-page form that 
your vendor completes with their legal 
name, address, and Tax Identification 
Number. Most importantly, they “check 
the box” to indicate whether they are a 
corporation or not!

My pro tip for you regarding W-9 forms is 
this: Don’t under any circumstances ever 
pay your vendor until you’ve gotten a 
signed W-9 form back from them. 
Friends, there is no joy in tracking down 
a vendor that you used way back in 
March to beg them for a W-9 when the 
January 31st 1099 filing deadline is 
approaching! 

Tools for this step: Free form at IRS.gov, 
W9Form app by PDFfiller, Track1099.com 
Online W-9 Request App

COLLECT THOSE
W-9 FORMS
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Once you know who will need a 1099-MISC 
form at year-end, you will still need to keep 
track of how much you’ve paid each vendor. 
That’s where accounting software comes in 
handy!

I am the most enthusiastic salesperson that 
QuickBooks Online will ever find, but even I 
have to admit that there are other apps out 
there to help you track your vendor payments. 

Whether you love your Xero or are a QBO 
addict like me, there are lots of choices in the 
marketplace. Just choose the one you like and 
use it consistently!

All of the programs listed below will help you 
track which of your vendors might need a 
1099-MISC form at year-end and will help you 
know which of them have hit the magic $600 
threshhold! 

TRACK YOUR
PAYMENTS
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Tools for this step: Quickbooks 
Online, Xero, Zoho Books



FILE ONLINE
Even after you’ve identified all vendors 
who will need a 1099-MISC form at 
year-end and tracked all your payments, 
you still have to decide the best way to 
file the forms in January. It is certainly 
possible to do it all on paper and 
snail-mail your forms to the IRS and your 
vendors. In fact, you can request forms 
for free from IRS.gov.

For the sake of your sanity though, I 
encourage you to look into any of the 
e-filing providers listed below. Most of 
them will pull information directly from 
your accounting package, so you don’t 
even need to re-enter your vendor data! 
Using these Resources saves you time 
AND you don’t need to worry about 
tracking down special forms or mailing 
the forms to your vendors. 
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Tools for this step: Track1099.com, 
efile4biz.com, easy2efile.com, 
tax1099.com, efile1099now.com, Intuit 
1099 e-file service
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SECRET TIP:
PAY ELECTRONICALLY
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The one thing that has changed significantly 
over the past few years is the introduction of 
the 1099-K form. You will never have to file a 
1099-K form, but it is something that you need 
to understand.

The 1099-K form reports all payments that your 
vendors received via credit card, PayPal or 
other merchant account. Why should you care? 
Because you DO NOT NEED to report vendor 
payments that you paid via credit card or 
PayPal! So, if you’re worried that your great new 
freelancer is going to give you trouble about 
providing a W-9 form for your files, no problem!  
Just pay them with PayPal and you’re done. Or 
ask them if they accept credit cards. Either way, 
if you settle up with a credit card or PayPal 
account, you do not need to worry about send-
ing them a 1099-MISC form at year-end. Their 
merchant account provider will take care of it 
for you! 

Tools for this step: PayPal
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Did this vendor provide a service for your business or 
did you pay them rent?

Did you pay this vendor $600 or more in the year?

1099-MISC 
not needed

1099-MISC 
not needed

NO

NO

YES

Is the vendor incorporated?

YES

1099-MISC not needed unless
the vendor provided legal or 

medical/health services
YES

Did you pay the vendor with PayPal or a credit card?

NO

1099-MISC 
not needed

NO

NOYES

You must send 
a 1099-MISC form

1099-MISC 
not needed
1099-MISC 
not needed

NO
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Hi! I’m Deb.
Founder of Greenleaf Accounting Services.

Come say Hi! On social.. 

https://twitter.com/dhgreenleaf
https://www.linkedin.com/in/debhowardgreenleaf
https://www.facebook.com/greenleafaccounting/

