
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tax Form Handbook 
Forms W-9 and 1099-NEC for ONS Chapters 
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What is a W-9? 
 
 
A W-9 is an IRS form that provides a payer with the identification number (social security or EIN) of 
a payee.  Chapters will encounter W-9 forms in two scenarios: 
 

1. Requesting a W-9 from someone the chapter has paid (i.e. speaker or scholarship recipient). 
2. Providing a W-9 to someone who has paid the chapter (i.e. vendor or event sponsor). 

 
Requesting a W-9 from a Payee 
 
Any time a chapter pays an individual, they should request a W-9 to ensure that they have the 
payee’s information for any applicable tax paperwork.   
 
Payees can include: 
 

• Event speakers 
• Independent contractors who assist the chapter (ex: accountants, web developers, etc.) 
• Scholarship recipients who are being paid upfront (please note that it is highly encouraged 

to provide scholarships through a reimbursement process to avoid tax implications; those 
who are reimbursed for their expenses do not need to provide a W-9). 

 
It is best practice to request a W-9 from a payee before the payment is made; do not wait until the 
end of the year to request W-9s from those the chapter has paid throughout the year.  
 
You can direct payees to the Form W-9 on the IRS Website. 
 
 

Providing the Chapter’s W-9  
 
Chapters may receive W-9 requests from vendors, sponsors, or other groups/individuals who have 
paid the chapter throughout the year.  Chapters must provide their W-9 to requesters in a timely 
fashion.  When filling out the W-9, it is important that the chapter always provide their EIN/TIN on 
file with the IRS, and never a board member’s social security number.   If you are unsure of your 
chapter’s EIN number, please contact chapters@ons.org.  Please see the sample W-9 form below.  
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What to Do with W-9 Forms from Vendors 
 
Chapters will use the TIN/SSN provided on payee W-9 forms to fill out the 1099-NEC form (please 
see below).  Chapters should also retain the W-9 forms of payees with their chapter records for the 
IRS recommendation of seven years.  You do not need to submit W-9 forms with your treasurer 
report; the ONS national office does not need a copy. 

 

What is a 1099-NEC? 
 
A 1099-NEC is a tax form that must be filed for anyone the chapter has paid more than $2,000 
throughout the calendar year, and who has checked the “Individual/sole proprietor” box on their 
W-9. 
 
For example, you would file a 1099-NEC for a speaker who received a single honorarium of more 
than $2,000, or an independent contractor (ex: accountant) who received several smaller payments, 
but ultimately received a total of more than $2,000 from the chapter during the year.  
 
1099-NECs must be filed for each individual payee.  1099-NECs forms are not yet available fully 
online; you can purchase a pack of forms at your local office supply store, or online at retailers like 
Amazon.  If you need help locating the correct form, please contact chapters@ons.org.   Each copy 
will contain the same information; a sample 1099-NEC can be found below: 
 

 
 

     

Form 1099-NEC

(Rev. January 2024)

Nonemployee 
Compensation

Copy 1

For State Tax 
Department

Department of the Treasury - Internal Revenue Service

OMB No. 1545-0116

For calendar year

VOID CORRECTED
PAYER’S name, street address, city or town, state or province, country, ZIP 
or foreign postal code, and telephone no.

PAYER’S TIN RECIPIENT’S TIN

RECIPIENT’S name

Street address (including apt. no.)

City or town, state or province, country, and ZIP or foreign postal code

Account number (see instructions)

1 Nonemployee compensation

$
2 Payer made direct sales totaling $5,000 or more of 

consumer products to recipient for resale

3

4 Federal income tax withheld

$
5 State tax withheld

$
$

6 State/Payer’s state no. 7 State income

$
$

Form 1099-NEC (Rev. 1-2024) www.irs.gov/Form1099NEC

Chapter Name and Address

Chapter EIN Payee SSN

Payee's Name

Payee's Address Information 

Payee's Address Information

Amount Paid to the Payee
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What is a 1096? 
 
A 1096 will be included in your packet of 1099-NEC forms.  This is essentially the “cover” sheet for 
those forms, and will total all payments together into one lump sum.  This is a required form to be 
filed  in conjunction with the 1099-NEC.   
 
If you are filing more than 10 1099-NEC forms, you will need to file them electronically with the 
IRS.  If that is the case for your chapter, please contact chapters@ons.org for further instruction.  
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How to File Tax Forms 
 
The chapter must file their 1099-NECs and 1096 forms for each year by January 31st of the following 
year.   
 

• Copy A of each 1099-NEC and the 1096 “cover sheet” must be sent to the IRS (see below) 
• Copy B and Copy 2 of the 1099-NEC must be provided to the payee/recipient 
• Copy 1 of the 1099-NEC must be mailed to the state (if required) 
• Copy C of the 1099-NEC is retained for the chapter’s records 

 
For all 1099-NEC Copy A and the 1096, the address for mailing may vary.  Please see the chart below 
to determine your IRS mailing address. 
 
 

State IRS Mailing Address for Copy A and 1096 

Alabama, Arizona, Arkansas, Delaware, Florida, 
Georgia, Kentucky, Maine, Massachusetts, 
Mississippi, New Hampshire, New Jersey, New 
Mexico, New York, North Carolina, Ohio, Texas, 
Vermont, Virginia 

Internal Revenue Service Austin Submission 
Processing Center P.O. Box 149213 Austin, TX 
78714 

Alaska, Colorado, Hawaii, Idaho, Illinois, 
Indiana, Iowa, Kansas, Michigan, Minnesota, 
Missouri, Montana, Nebraska, Nevada, North 
Dakota, Oklahoma, Oregon, South Carolina, 
South Dakota, Tennessee, Utah, Washington, 
Wisconsin, Wyoming 

Internal Revenue Service Center P.O. Box 
219256 Kansas City, MO 64121-9256 

California, Connecticut, District of Columbia, 
Louisiana, Maryland, Pennsylvania, Rhode 
Island, West Virginia 

Department of the Treasury Internal Revenue 
Service Center 1973 North Rulon White Blvd. 
Ogden, UT 84201 

 
 
Many states don’t require filing Copy 1, and some states only require filing if state income tax was 
withheld (which is rare).   State requirements are constantly changing; please look up your state’s 
individual requirements for 1099-NEC filing addresses and deadlines.  If you have questions or need 
help identifying your state’s specific requirements, please contact chapters@ons.org.  
 
 


