:he26 CFR 601.602: Forms and instructions.

(Also Part I, sections 6011, 6041, 6051, 6071, 6081,
Ch6091; 1.6041-1, 1.6041-2, 31.6051-1, 31.6051-2,
, €X:.6071(a)-1, 31.6081(a)-1.)

ons
iofRRev. Proc. 98-33

ASEPART A. GENERAL
per-
inSECTION 1. PURPOSE

erty .01 The purpose of this revenue proce
dure is to provide the general rules for fil-
_hafng and to state the requirements of the In
_ ternal Revenue Service (IRS) and the
th%ocial Security Administration (SSA) for
Or‘Feproducing paper substitutes for Form
W-2, Wage and Tax Statement, and Forr
W-3, Transmittal of Wage and Tax State-
ments, for amounts paid during th898
calendar year. The information reportec
al-on Forms W—2 and W-3 is required to es
2neablish tax liability for employees and
24their eligibility for Social Security and
a- Medicare benefits.



.02 Forms W-2 and W-3 have onlyof this Revenue Procedure. No IRS offic&ee Part B, Section 2.05.5 for new infor-
minor changes fot998 Please see “Na- is authorized to allow deviations from thismation.
ture of Changes” (Section 2, below) andRevenue Procedure. .09 The tax yeaf1998)must be printed
the exhibits at the end of this revenue pro- .07 This revenue procedure supersedes non-reflective black ink on copy A of
cedure for changes to the Form W-2 angev. Procs. 97-24 and 97-24A, 1997-16orm W-2 and Form W-3 using 24 pt
W-3. I.R.B., dated April 21, 1997, and 1997-2@CR-A font. The forms identification

.03 For the purpose of this revenu¢.R.B., dated May 19, 1997 (Reprinted asumbers, e.g., 22222 or 33333, at the top
procedure, a substitute form is one that Bublication 1141). of the forms must be printed in non-re-
not printed by IRS. A substitute Form flective black ink. It is imperative that
W-2 or W=3 MUST conform to the SEC. 2. NATURE OF CHANGES SSA's scanning equipment be able to rec-
specifications in this revenue procedure 01 The text and exhibits were updateﬂgnize the form ngmber o} .that, for exam-
to be acceptable to the IRS.Preparers .o year1998 ple, a Form W-3 is recognized and is not
should also refer to the separate instruc- 02 Box 15 check boxes for HouseScanned or keyed as a Form W-2. The

tions for Forms W-2 and the instructiong, 4 Employee and Subtotal were deletefP™m number (W-3), and the signature

on Form W-3 for details on how to Com-filom the Forms W—2. All employers in-/in€ information on Form W-3, must be

for mformation on obtaining the ffcial ¢/UcINg household employers must nointed in non-reflective olack ink. Phe
IRS forms and instructions. See Part é'!e Form W-3 even for a S|.nglle S.mels_.\;vor Waorg]ar?j -\|,-V; g;te;e?];n;nld F-Jr(rsa)}]s_
Sec. 2, for requirements for substitutéIon of Forms W-2 thus eliminating the ?tt [ ?W );d Tax Statement
forms furnished to employees. need for the check box. Also SSA nd" e}dob a_gte C‘]"_ 3 OCS Z € S{
.04 IRS has a centralized call site at t longer needs subtotals to process Fom?glou Vet (1508 Con vy
—2 allowing the elimination of anotheri"k- Tax Year (1998) Copies B,C, and 2

':T?SS/I(Ané‘ginSburg Computing ?en;ergheckbox are not required to be 24 pt OCR-A

to answer questions related t : -

i(nformatio)n returns (ﬁorms W—2 W_3 -03Added sentence at the bottom of font (See Part B, Section 2.05.

bl haliby , " ’-gorm W-2 reminding filers not to sepa- .10 The Catalog Number, shown on the
, etc.). e Call-olte phone numbper | 2 as “Cat. No. 10134D”,

rate forms, not to staple forms, and not 1998 Form W—
(304) 263-870not a toll-free number). 0 send in photocopie?s and the Catalog Number shown on the

1998 Form W-3 as “Cat No. 10159Y”, is
used for IRS distribution purposes and
should not be printed on substitute Forms
W-3 or W-2 (Copy A or employee copies).

.11 Added information on how forms
can be obtained through computer on-line
services.

.12 Various editorial changes were

The number for Telecommunication De " )
vice for the Deaf (TDD) is (304) 267-3367 -04 Added last item to back of in-
(not a toll-free number). The hours of Structions on copy C to make filers
operation are Monday through Friday fron@Ware that Form W-2 should be re-
8:30 A.M. to 4:30 P.M. eastern time. tained until you start to receive benefits
.05 IRS maintains a personal computdfom SSA. Also employees should con-
based Information Reporting Progranfifm their work record with SSA from
Bulletin Board System (IRP-BBS) at thelme totime..
IRS Martinsburg Computing Center .05Added additional boxes to Forms q
(IRS/MCC). This system provides acces¥/—3 just before the signature area for Made:
to the forms and publications relating tg'@me of contact person, telephone gec 3 GENERAL RULES FOR
information returns, news of the latesfumber, fax number, and E-Mail ad- ¢} NG FORMS W—2

changes, the ability to receive answers @€ss. This was done at SSA's request
specific questions, access to sharewar&® that they could more easily contact .01 Employers MUST use magnetic

and other features. The IRP—BBS i&he filer to resolve any processing prob- media for filing with SSA if they prepare
available for public use and can bdems. and file 250 or more 1998 Forms W-2
reached by dialing (304) 264-70{itot a .06 SSA recommended inserting a not€Copy A). This requirement applies un-
toll-free number). The IRP-BBS is at the bottom of Forms W-3 and just beless:

compatible with most modems. For moréore the W-3 instructions informing the 1 The employer can establish that fil-
information concerning this system, calfiler that the entire first page of the Formsng on magnetic media will result in
IRS/MCC at (304) 263-870(ot a toll- W-3 and the entire first page of the Formandue hardshipAND

free number). W-2 should be sent to SSA. Filers are 2. The employer is granted a waiver of
.06 Employers are reminded that undetlso informed not to send in any paymentthe requirement by IRS.
Section 6722 of the Internal Revenuavith these forms to SSA. To request a waiver of the magnetic

Code (IRC) they can be assessed a.07 Deleted the Paper Work Reductiomedia filing requirement, for the current
penalty of $50 per Form W-2 that is nofct Notice from Form W-3 page 1 as dax year only, submit Form 850Bequest
furnished to an employee on a form acspace saving measure. The notice infofer Waiver From Filing Information Re-
ceptable to the IRS (up to $100,000). Tenation is located inside the Forms W-2urns on Magnetic Medidp:

be acceptable to IRS, the Form W-2 muststructions.

be either the “official” form or a substi- .08 The Earned Income Credit notifica-
tute form with the core data placed extion to employees may now be placed on Internal Revenue Service

actly as specified in Part B., Section 2.0¢he back of copy B or the back of copy C.  Martinsburg Computing Center

If by Postal Service:
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P.O. Box 1359
Martinsburg, WV254021359

tion to the Social Security Administration W—-2 and W-3 with SSA on or before
(SSA Pub. No. 42-007, revisddct., the last day of the month following the
1997 contains the specifications and produe date of the final Form 941. See
cedures for filing Form W-2 information Rev. Proc. 96-57, Automatic Extensions
on magnetic media with SSA. Specificafor Forms W-2, Internal Revenue Cu-
tions for both tape and diskette reportingnulative Bulletin 1996—-2 page 389,
for Forms W-2 are included in the TIB-4.dated 12/30/96, for more information.
.03 TIB—4 may be obtained by writing Note: Use of a reporting agent or
other third-party payroll service
provider does not relieve an employer
of the responsibility to ensure that tax

Or, if by truck or air freight:

IRS — Martinsburg Computing
Center

Magnetic Media Reporting
Route 9 and Needy Road

Martinsburg, WV 25401. to:

Forms may also be FAXED to the Social Security Administration

IR?MC%;:)SM) 224_5%022 d th h gt?n(')’EDrESIo er Reportin Servicesand information returns are sent out
orm © may be o tained throug : ploy P 9 and/or filed correctly and on time.
electronic options on the Internet at  Center

http://www.irs.ustreas.gov, or by calling
1-800-829-3676. Form 8508 also may be

.07 1998Forms W-2, whether filed on

300 North Greene Street . . .
magnetic media or paper, must be submit-

Baltimore, MD 21201.

) ; i ted to SSA on or beforklarch 1, 1999.
obtained directly from the IRS Martins-g v ers may call their local SSA Mag-In addition, the employee copies must be
burg Computing Center (IRS/MCC) at thg,oic Media Coordinator (MMC) to ob- furnished to the employee on or before
above address or by calling (304) 263¢,i the TIB—4 (see list of MagneticFebruary 1, 1999. If employment ended
8700 (not a toll-free number). The nuMy,aqia Coordinators’ telephone numberdefore December 31, 1998, the employee
ber for Telecommunication Device for the, {he Appendix). The TIB—4 is also onmay be furnished his/her copy any time
Deaf (TDD) is (304) 267-3367 (not a toll-he sSA Annual Wage Reporting Bulletinafter employment ends, but no later than
free number). It is recommended thaggarg System (AWRBBS). The numbeiFebruary 1, 1999. However, if the em-
completed requests for waivers (FOrmq, the AWRBBS is (410) 965-1133 (not aployee requests Form W—2, you must fur-
8508) be submitted at least 45 days befofg||_free number). Employers using nish him or her the completed copies
but no later than the due date of the retuiagnetic media are cautioned to obtaiwithin 30 days of the request or of the
(see Sec. 3.06, below). The requestor Wihe most recent revision of the TIB=4 andinal wage payment, whichever is later.
receive an approval or denial letter fronyy,pplementsiue to possible changes inThis requirement is met if the form is
IRS, but must allow at leasi0 days for he gpecifications and procedures. properly addressed, mailed, and post-
IRS to respond. If you have any ques- 04 Employers not using magnetianarked on or before the due date. Failure
tions concerning Form 8508, contackedia must file a paper Copy A of Fornto timely file with SSA or to timely pro-
IRS/MCC at the address or phone numbgg_2 with SSA on either the IRS printedvide the employee copies may subject the
shown above. Employers who do nogsfficial form or a privately printed substi- employer to penalties. Employers need-
comply with the magnetic media filing re-tyte paper form that exactly meets thing additional time to file Form W-2 in-
quirements for Form W-2 and who argpecifications shown in Parts B and C. formation (paper or magnetic media) with
not granted a waiver may be subject to 05 Employers can design their owrSSA may request an extension of time to
certain penalties. Since many states ar@atements to give to employees. This afite by submitting Form 8809, Request for
local governments accept Form W-2 datglies to both employers who file with Extension of Time to File Information Re-
on magnetic media, savings may be olBSA either on magnetic media or papeturns, to the IRS/MCC at the address (or
tained if magnetic media is used for filingForms W-2, Copy A. Employee statealternative address) listed in Sec. 3.01,
with both SSA and state or local governments designed by employers mostn- above. The extension request should be
ments. In many instances, the state @gly with the requirements shown in Partsiled as early as possible, but must be

local government is willing to accept theB and C, below.
data format specifications set out in SSA$JOTE: Copy A must not be filed on
Technical Information Bulletin (TIB) No. paper with SSA when the same Form
4, Magnetic Media Reporting. You mustw—2 information is filed on magnetic
contact each individual state or local taxmedia. Therefore, magnetic media fil-
ing agency to receive approval and makers who use the official IRS printed
arrangements to file on magnetic media. form or any other pre-printed form are
EMPLOYERS WHO FILE FORM advised not to print Copy A, or to dis-
W-2 INFORMATION ON MAGNETIC card a printed Copy A, to prevent du-
MEDIA WITH SSA MUST NOT SEND plicate information from being submit-
THE SAME DATA TO SSA ON PAPER ted to SSA.
FORMS W-2. This would resultin dupli- .06 If you are terminating your busi-

postmarked no later than the due date of
the forms March 2, 1999. DO NOT
SEND FORM 8809 TO SSA.

NOTE: APPROVAL OF THE EXTEN-
SION IS NOT AUTOMATIC. Approval
or denial is based on administrative crite-
ria and guidelines. The requestor will re-
ceive an approval or denial letter from
IRS and must allow at least 30 days for
IRS to respond. You do not have to wait
for a response before filing your return.
File your return as soon as they are ready.

cate reporting and may subject the filer teess, you must provide your employees If you have received a responsk not

an unnecessary contact by the IRS. with Forms W-2 on or before the due
.02 TIB-4,Magnetic Media Reporting, date of the business filing its final Form

send a copy of the letter or Form 8809
with your return. Form 8809 may be ob-

Submitting Annual W-2 Copy A Informa941. Employers must also file Forms tained through electronic options on the
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Internet at http://www.irs.ustreas.gov; bySEC. 1. REQUIREMENTS FOR Paper shall not vary more

modem to IRIS (703) 321-8020; or bySUBSTITUTE “PRIVATELY than 0.0004 inch (0.012mm)
using the IRS Fax Forms Program (703YRINTED” FORMS SUBMITTED TO from one edge to the other.
487-4160, or by calling 1-800-829-3676SSA (FORMS W-2, COPY A, AND 8 Porosity: Average, not less
You can also contact IRS/MCC (See thEORMS W-3) than—seconds . . ... ... .. 10
a(tj)dress and phone number in Sec. 3'01’.01 Employers may file privately 9 Finish (smoothness):
above). _ _ _ rinted substitute Forms W-2 and W-3  Average, each side—

.08 If requesting extensions of time fo{/)\/ith SSA. The substitute form must be  econds ................. 20-55
more than 10 'employers, IRS encourageg, ayact replica of the IRS printed form  (For information only, the
fllers.to submit the re,q“eSt on tape, tapﬁ)r official reproduction proof) with re- Sheffield equivalent
c;’:lrtrtldgg, 5&/“ Ct)k: 3 yz'h”‘;;‘ dllslf<ette,t9r spect to layout and contents because it wunit ................ 170-d100
electronically through the Information,,; - ) . .
Reporting Program Bulletin Board Sysmn?ir:ﬁf}ggbéﬁﬂzc?g},eé) ZS:Wb((B)(I)\r/r?JQt 10 D':t; AVefagily egChtS@e,
tem (IRP-BBS). Transmitters request- pe deleted (see Sec. 1.16, below). The ggr n(;iﬁi)é%ee —rans 8

ing an extension of time to file more gpecifications and allowable tolerances _ o
than 50 payers are required to file the for the Copy A of substitute Forms W—2 NOTE: Reclaimed fiber in any per-

extension request on magnetic media or are provided later in this Revenue Proc&€ntage is permitted, provided the re-
electronically. Transmitters who submit dure. See Exhibit A for Form W—2 speci-uirements of this standard are m&tO
requests for multiple payers will receivefications. The specifications for FormsdNOT USE RECYCLED PAPER.

one approval letter with an attached list ofv—3 are provided in Exhibit B. .03 All printing for Copy A of Forms
payers covered under that approval. Pub-.02 Paper for substitute Forms W—2W-2 and Form W-3 will be in red OCR
lication 1220,Specifications for Filing Copy A, and Form W-3 (cut sheets androp-out ink, except as specified below.
Forms 1098, 1099, 5498, and W—2G&ontinuous pinfeed forms) that are to be 1. The identifying control number
Magnetically or Electronicallyprovides filed with SSA must be white 100% 22222’ (Exhibit C) at the top of Form
information on how to file requests forbleached chemical wood8-20 pound W-2 must be printed in non-reflective
extensions of time on tape, tape camaper only, optical character recognitionblack ink.

tridge/quarter inch cartridge, diskette, ofOCR) bond produced in accordance with 2. TheForm W-2 tax year at the bot-
electronically. the specifications shown as follows: tom of the form (see Exhibit C) must be
printed innon-reflective black ink.

NOTE: To file a request for extensions  paper Requirements 3. The identifying control number

of time magnetically or electronically

for multiple payers, third party filers 1 Acidity: pH value, average, 33333" (Exhibit D) at the top of Form

and transmitters. must have an IRS notlessthan ............... 4.5V-3 must be printed in non-reflective

Transmitter Control Code (Authoriza- 2 Basis Weight 1k 22 black ink.

tion to file information returns) 500 cutsheets ........... 18-20 4. The Form W-3 tax year at the bot-
' Metric equivalent grams tom of the form (Exhibit D) must be

SEC. 4. GENERAL RULES FOR per. sq. meter . ........... 60~75printed in non-reflective black ink.

FILING FORM W-3 Atolerance of +5 pct. shall 5. The form identification at the bottom

be allowed. ‘W-3" must be printed in non-reflective

.01 Employers submitting Form W-2
(Copy A) on_papeto SSA must send
Forms W-2 with Form W-3.

.02 Form W-3 must be the same width
(7 inches) as the Forms W-2 filed.

black ink (Exhibit D).

All other printing will be in red OCR
drop-out ink meeting, or comparable to,
the specifications in this paragraph. The
OCR drop-out ink for paper Forms W-2,

3 Stiffness: Average, each
direction, not less than
Gurley milligrams —
Cross direction ............. 50

.03 Form W-3 should only be used to Machine direction ... 80 Copy A, and W-3 is specified as Flint Ink
transmit paper Forms W—2 (Copy A). 4 Tearing Strength: Average, (formerly Sinclair and Valentine) J-6983
Magnetic media filers do not file Form  each direction, not less red ink or equivalent. This is the same
W-3. Employers using magnetic media than—Grams ............... 40ink that is used for Copy A of the Form
must transmit Form W-2 data with Form g Opacity: Average, not less 1099 series. The use of this is required
6559, Transmitter Report and Summary  than—pPercent . . . . . . . . . ... .. gofor 1998Forms W-3 and W-2, Copy A.
of Magnetic Media(and Form 6559-A, Reflectivity: Average not NOTE: Printing in any other red OCR
Continuation Sheet for Form 6558nec- less than—ercent 6 drop-out ink must be cleared by contact-
essary). These forms may be obtained by pereent.......n %9 Banc-Tech Corp., Attn: Forms De-
calling either your SSA MMC (see listing 7 Thickness: signer & Analyst, P.O. Box 660204,
in Appendix) or IRS at 1-800-829-3676. Average ........... inch 0.0038MS-77, Dgllgs, TX _75266 _(214—579—

Metric equivalent .. ... mm 0.097 6927—This is a voice mail number.
PART B. REQUIREMENTS FOR Atolerance of £0.0005 inch Leave a message and your call will be re-
FILING PAPER SUBSTITUTES (0.0127mm) shall be allowed. turned).
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.04 Type must be substantially identimoved. However, the two W-2 docu4bility of information on all copies and to
cal in size and shape with correspondinments contained on the "lileep page preclude smudging.
type on the official form. The form iden-must notbe separated. .15 Chemical transfer paper is permit-
tifying number MUST be printed in non- .08 The words$For Privacy Act and  ted for Form W-2, Copy A, and Form W-3
reflective black ink using an OCR-A font; Paperwork Reduction Act Notice, see only if the following standards are met:

10 characters per inch. separate instructions”, mustbe printed 1. Only_chemically backegaper is ac-

1. On Form W-3 and Copy A of Formsin red OCR drop-out ink on Forms W-2 ceptable for Copy A.

W-2, all the perimeter rules must be 1€opy A (see Exhibit A for format and lo- 2. Carbon coated forms are permit-
point (0.014 inch), while all other rulescation). The Notice has been removed ted. Front and back chemically treated
must be one-half point (0.007 inch). from the Form W-3, and placed inside paper cannot be processed properly by

2. Vertical rules must be parallel to thehe Forms W-2 Instructions. (See Ex- machine.
left edge of the form; horizontal rules parhibit B) 3. Chemically transferred images must
allel to the top edge. .09 The Office of Management andoe black in color.

.05 Two official Forms W-2 (Copy A), Budget (OMB) Number_muste printed .16 The GPO symbol must not be
or one official Form W-3 are containedon eachply of Form W—2 and W-3 (seeplaced on substitute Copy A of Forms
on a single page that is 7 inches wide (eXexhibits A and B for format and location). W—2.
clusive of any snap-stubs) by 11 inches .10 The section titled “Where to File” .17 The Catalog Number, shown on the
deep. The form identifying control num-in the general instructions on the em1998 Form W-2 as “Cat. Nd.0134D,
ber for the official forms (7 inches wide)ployer’s copy of the official Form W-3, and the Catalog Number shown on the
is ‘22222’ (5 digits) for Form W—2 and must beprinted in its entirety on all sub-1998 Form W-3 as “Cat. NA0159Y’, is
‘33333’ (5 digits) for Form W-3. The top stitute Forms W-3 (see Exhibit B).used for IRS distribution purposes and
margin for1998 Forms W-3 and W-2, Household employers filing Forma/—2 should not be printed on substitute forms.

Ais .375 inch inch). The rightfor h hold empl houl n
(r;/gl‘r)g)j/in ;u; k?e .25 fr?tl:i ar?d)the I(—.?ft r%atngrmg lizethc()aga;eDa?:i\:jer-_\e:sslisc;de iiethit@Ec' 2. REQUIREMENTS FOR

. . . : . SUBSTITUTE FORMS FURNISHED
gin .35 inch (plus or minus .0313 inch)instructions.
X ) TO EMPLOYEES (COPIES B, C,

The margins are unchanged frdr@97. Note: Household employers, even

. - : AND 2 OF FORMS W-2)
Margins must be free of all printing. Nothose with only one household em-
printing should appear anywhere near thgloyee, must file Form W-3 with Form .01 All employers (including those
Form ID control number (33333, 22222)W-2. On Form W-3 mark the who file on magnetic media and do not
For Forms W-2, Copy A, the combinatiorHshid.” Box in Box b. file a paper Copy A) must furnish em-
width of Box a, “Control number”, and .11 The Privacy Act and Paperworkployees with at least two copies of the
the box containing the form identifyingReduction Act Noticevas deleted from Forms W-2 (three or more for employees
number (22222) must always be 2.G-orm W-3 in the interest of space consefequired to file a state, city, or local in-
inches. For Form W-3, the combined/ation (see Exhibit B)The Notice was come tax return). The dimensions of
width of these boxes must always be 2.@laced inside the Form W-2 instruc- these copies (Copies B, C, etc.) but not
inches. tions. Copy A, may be expanded from the di-

NOTE: All form identifying num- .12 Privately printed continuous submensions of the official form to allow
bers are to be printed in non-reflectivestitute FormaN—2, CopyA, must be per space for conveying additional informa-
black ink, using OCR-A font, printed 10forated at eachlt page depth. No peHo tion, such as additional entries required
characters per inch. rations are allowed between theor Boxes 13 or 14, withholding from pay

.06 The depth of the individualindividual forms (%:-inch FormsW-2) for health insurance, union dues, bonds,
scannable image on a page must be tlo@ a single copy page of Copy Contin- charity, etc. The requirement that a maxi-
same as that of the IRS printed formsuous pinfeed Copy A forms must be sepanum ofthree itemsare permitted in Box
For Form W-2, the depth is 4.92 inchesated at the page perforation prior to subit3 of Form W-2 applies only to the paper
(see Exhibit A). The scannable imagenitting them to SSA. Two Copy A forms Copy A that is filed with SSA. As long as
depth of the Form W-3 on a page must bere contained on one page. The twsufficient space is provided on the substi-
4.47 inches (see Exhibit B). copies must remain together on the pagtute employee copies, as many items as

.07 The words “Do Not Cut, Stapler Only the pages are to be separated (bursteeded may be placed in Box 13 or Box
Separate Forms on This Page” must kieerforations are required between all the4. Also, on these copies (Copies B, C,
printed in red OCR drop-out ink betweerother_individualcopies on a page (Copiesetc.), the size of these boxes may be ad-
the two Forms W-2 on Copy A only (se€l, B, C, 2, and D) included in the set.  justed. (However, see the minimum size
Exhibit A). Perforations are required on .13 The back of a substitute Fornfor certain boxes, below). This may per-
all copies (except Copy A) to enable th&V-2, Copy A, and Form W-3 (page 1)mit the employer to eliminate other state-
separation of individual forms. Continu-must be free of all printing. ments or notices that would otherwise be
ous pinfeed Copy A forms must be sepa- .14 Spot carbons are NO¥ermitted furnished to employees.
rated at the page perforation into individfor Copy A of Forms W-2 or for Form 1. The MAXIMUM allowable dimen-
ual 11" deep pages before submission %/-3. Interleaved carbon should be blackions for employee copies of Forms W-2
SSA. The pinfeed strips must also be reand must be of good quality to assure legre:
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(a) depth should be no more than 6.5 1. The items and box numbers that — Employee’s name, address, and ZIP

inches; constitute the core data are: code.
(b) width should be no more than 8.5 Box 1 —\WAges, tips, other compensaThese items are required to be present on
inches. tion, the form and must be in boxes similar to

2. The MINIMUM allowable dimen-  Box 2 — Federal income tax withheld, those on the IRS printed form. However,
sions for employee copies of Forms W—2 Box 3 —Social Security Wages/Rail-they may be placed in any location, other

are: road Retirement Compensathan the top or upper right. The lettering

(a) 2.67 inches by 5.0 inches. tion, system used on the IRS printed form (“a”

(b) horizontal or vertical format is per- Box 4 —Social Security tax withheld/ through “f") need not be used. The em-
mitted. Railroad Retirement Tax ployer’s EIN may be included in the box
NOTE: These minimum and maximum Withheld, for the employer's name and address. If
size specifications are fdr998only and ~ Box 5 — Medicare wages and tips/Railthis is done, a separate box for the EIN is
may change for future years. The maxi- road Retirement Tips, and  not required. The Control number box
mum width of 8.5 inches is for employee BOx 6 —-Medicare tax withheld/Rail- (Box “a” on the IRS printed form) is not
copies of Form W-2 only. The width of road Retirement Tax Withheld. required.

the paper Copy A, submitted to SSA, iOTE: Railroad employees may not be 5. The Tax Yea(1998) MUST be
specified in Part B, section 1.05 above. Subject to Social Security coverage bufjearly printed(in non-reflective black
.02 The paper for all copies should b&'€ Subject to Railroad Retirement Tax,k) on all copies of substitute Forms
white. The substitute Copy B (or its'er | and Il coverage. Railroad Compeny,_» |t js recommended (but not re-
equal), that employees are instructed ®A1ON employers may make the abovgireq) that this information be located to
attach to their Federal income tax returnodifications to Forms W-2 but only for,q right of the form title on the lower left
must be at least 12 pound paper (basis PyPstitute Forms W-2 furnished to eMa¢ he Form W-2. The use of 24 pt
X 22-500), while the other copies fur-PIOYees a_nd_nofor any Copy Aforms to OCR-A font is recommended but not
nished the employee should be at least §e f'|8duw'th ,,SSA' . . required.
pound paper (basis 2 22-500). The “core boxesmust_be printed in 6. If applicable, Social Security tips
.03 Interleaved carbon and chemicatr“.a exacf:t order on (haach Ilhr?e_as on rt]he : UST be shown separately from Social
transfer paper for employee copies mu&rmt_ed orm (see the Exhibits at the en ecurity wages. A separate box is not re-
meet the following standards: of this revenue procedure). Boxes 1 andguired unless Social Security tips are to

1. All copies must be CLEARLY must be next to each oth.er, with Boxes e reported.
LEGIBLE: and 4 below on the next line, and Boxes

. ..and 6 on the line below Boxes 3 and 4. . : .
2. All copies must have the capabil- 2. The block of core data (Boxes to be outlined in bold 2-point rule (see

ity to be photocopied; and . xhibit E) or highlighted in some manner
. through 6) must be placed in the upper™ .~ /.
3. Fading must not be of such a de- ; to distinguish these boxes.
right of the form. Substitute employee If a box for Advance EIC (Earned

gree as to preclude legibility and the abil-
Income Credit) payments (Box 9) is pre-

Boxes 1 and 2 on Copy B are required

: copies of Form W-2, which are printed 7
ity to photocopy. . . using a vertical format with dimensions . ;
In general, black chemical transfer 'nk§maller than the IRS printed form, ma);ent, the box must be outlined in bold 2-
are preferred; other colors are permitteﬂave the core data entirely on the top d:foint rule or highlighted in some manner
only if the above standards are metyo torm (see Exhibit F). In no instancd© distinguish this box. However, if no
“Spot carbons” are NOT permitted  (Segyi|| boxes or other information be permit_amounts are paid for Advance EIC, this
Part B, Sec. 1.15, above, for standards &g to the right of the core data. StandarPX is not required and may be omitted by
chemical transfer paper for Copy A.) margins or a small amount of other blanRrinters. Do not use Box 9 for any other
.04 The following requirements governgpace may appear to the top or right diurrose than reporting Advance EIC pay-
the private printing of employee copies Ofnjs data. The form title, number, or copynents.
Forms W-2. All substitutes must be gcopy B, C, etc.) may be at the top of the 8. If Allocated tips (Box 8) are being
form, which contains boxes, box num+form. Also, a reversed or blocked-ouf€ported for the individual employee (or
bers, and box titles that, where applicablgyrea to accommodate a postal perm@lass of employees that are being pro-
match the IRS printed formPlease in- number or other postal considerations i¥ided Forms W-2), it is recommended
sure that the employee copy of Forms permitted at the upper right of the form. (but not required) that this box also be
W-2 (Copy C) contains the note “ This 3. Boxes 1 through 6 must each be @utlined in bold 2-point rule or high-
information is being furnished to the minimum of 1 3/8 inches wide and 1/4lighted on Copy B. However, if allocated

Internal Revenue Service. If you are inch deep. tips are not being reported, this box may
required to file a tax return, a negli- 4. Other required boxes: be omitted by printers.

gence penalty or other sanction may be - Employer identification number 9. If Form W-2 contains additional

imposed on you if this income is taxable (EIN), data concerning payroll deductions (e.g.,
and you fail to report it.” The place- - Employer’s name, address, and ZIBaving bonds withholding, retirement

ment, numbering, and size of certain code, withholding, or payroll savings), there

boxes (the “core” information) is speci- — Employee’s Social Security numbershould be a special highlighting of the
fied as follows: and areas pertaining to Federal income tax
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withheld; wages, tips, and other compenW-2 instructions). However, employerscontributions, required employee contri-
sation; or Advance EIC (Earned Incomenay enter more than three codes in bdxutions, and employer matching contribu-
Credit) payments that are related to thosE3 of Copies 1, 2, B, C, and D of Forntions. Report such amounts separately for
items. W-2. Do not report in box 13 any itemseach year.

10. Employers who are required to rethat are not listed asodes A-Tin the .05 Substitute forms for employees
port or withhold state income tax infor-Form W-2 instructions. Do not report thgCopies B, C, and 2 of Forms W-2) must
mation are required to include the followsame Federal tax data to the SSA on momeeet the following requirements:

ing boxes on substitute Forms W-2: than one Copy A, Form W-2. 1. All copies of Forms W-2 must
Box 16 - State and Employer’s state 15. For codes D,E,F,G,H, and S, if anglearly show the form number, the form
identification (1.D.) number, elective deferrals, salary reductiortitle, and the tax year. The title of Form

Box 17 — State wages, tips, etc., and amounts, or non-elective contributions t&V-2 is “Wage and Tax Statement.” It is
Box 18 — State income tax withheld. a section 457(b) plan during the year areecommended (but not required) that this
11. Employers who are required to remake-up amounts under tiniformed be located on the bottom left of Form
port or withhold local income tax infor- Service Employment and Reemploy- W-2. The reference to the Department of
mation are required to include the follow-ment Rights Act of 1994 (USERRAYor the Treasury - Internal Revenue Service

ing boxes on substitute Forms W-2: a prior year, you must enter prior yeamust be on all copies of Form W-2 pro-
Box 19 — Locality name contributions separately. You must entevided to the employee. It is recom-
Box 20 — Local wages, tips, etc., and the code, the year, and the amount. Fonended (but not required) that this be lo-
Box 21 — Local income tax. example, elective deferrals to a sectionated on the bottom right of Form W-2.

12. If state or local tax information is401(k) plan are reported in box 13 as fol- 2. If the substitute forms are not la
required, this information is also considiows: D-1996-2250.00, D-1997-beledas to the disposition of the copies,
ered “core data.” The state and local in1250.00. The 1998 contribution does nahen written notification must be provided
formationMUST be placed at the bottomrequire a year designation, enter it as B each employee as specified below:
of the form. See the exhibits at the end af000.00. (@) The first copy of the form (Copy
this revenue procedure. 16. If you are a military employer andB) is filed with the employee’s Federal

13. Other boxes on the IRS printegrovide your employee with basic quariax return.
form (Boxes 7 through 15) need not apters, subsistence allowances, and combat (b) The second copy of the form
pear on substitute Forms W-2 provided taone compensation, report the amount ifCopy C) is for the employee’s records.
employeesunlessan employer has thatBox 13, Form W-2, using code Q. (c) If applicable, the third copy
item of information to report to an em- 17. Employers contributions to an em{Copy 2) of the form is filed with the em-
ployee. For example, if an employee digployees Medical Savings Account’sployee’s state, city, or local income tax re-
not have Social Security tips (Box 7), Al-(MSA), must be reported in Box 13, Fornturn.
located tips (Box 8), or Advance EIC payW-2, using code R. 3. If the substitute forms are labeled
ments (Box 9), the form could be printed 18. An employee elective contributionthe forms must contain the applicable de-
without these boxes. However, if the emto a salary reduction SIMPLE retiremenscription:
ployer had provided amounts for depenaccount must be included in Box 13, “Copy B, to be filed with employee’s
dent care benefits, those amounts wouldorm W-2, using code S. However, if thé-ederal tax returnand “Copy C, for em-
be required to be reported separately arainount is contributed to a SIMPLE thaployee’s records.” It is recommended (but
shown in a box labeled “Box 10, Depenpart of section 401(K) arrangement, thahot required) that this be located on the
dent care benefits,” as on the IRS printedmount must be reported in Box 13, Fornfower left of Form W-2. The designation
form and the exhibits in this revenue prow-2, using Code D. “Form W-2, is recommended (but not re-
cedure. 19. Amounts paid or expenses incurreduired) to be located on the lower left of

14. Employers may provide multipleby an employer to or for an employee foForm W-2 and Department of the Trea-
entries in Box 13, but each entry shouldjualified adoption expenses must bsury - Internal Revenue Service.” It is
use the same codes as assigned by the IRorted in Box 13, Form W-2, usingrecommended (but not required) that this
for that type of item. (See Referenceode T. be located on the lower right of Form
Guide for Box 13 Codes in the 1998 Form 20. Employers may use Box 14 for anyvV-2.

W-2 instructions). For example, employ-other information you want to give your 4. Instructions similar to those con-

ers reporting deferred compensation musimployee. Please label each item. Exantained on the back of Copies B and C of
label the box as “13d” and not as “13a”ples are union dues, health insurance, prite official Form W-2 must be provided

even though it is the first or only item tomiums deducted, nontaxable income, voko each employee. Employers may mod-
go in this box. Use the codes shown withintary after-tax contributions, orify or delete certain information in these

the dollar amount. On Copy A, Formeducational assistance payments. instructions (such as modification for em-
W-2, do not enter more than three codes 21. If you are reporting prior year pay-ployees of railroads to cover Railroad Re-
in this box. If more than three items neednents contributions under USERRA (seérement Tier | and || Compensation and
to be reported in box 13, use a separatiem 15 above), you may report Box 14Taxes). Employers are allowed to delete
Form W-2 to report the additional itemsnake-up amounts for non-elective eminstructions that do not apply to the em-
(see Multiple Forms in the 1998 Formployer contributions, voluntary after-taxployee. For example, if none of the em-
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ployees have dependent care benefitasibmit a letter citing the specification in .07 Copy A of Form W-2 and Form
(Box 10), the employer may delete the inguestion, your interpretation of that speciww—3 must have the form producer’s EIN
structions for that item. Also, if an em-fication, and an example of how the fornentered to the left of “Department of Trea-
ployer will only be reporting amounts forwould appear if produced using your unsury”.

a 401(k) plan in Box 13, those instrucderstanding of the specification. Any

tions may be modified to cover only Secquestions pertaining to Copies B, C, and BART C. ADDITIONAL

tion 401(k) contributions. of Forms W-2 should be sent to: INSTRUCTIONS

5. You must notify employees who | terna| Revenue Service SEC. 1. INSTRUCTIONS FOR
have no income tax withheld that they — ArTn;: Substitute Form W-2 FORMS PRINTERS
may be able to claim a tax refund because Coordinator
of the earned income credit (EIC). You T:C:A:C:I,Room C7-443 .01 Except as provided below, if mag-
will meet this notification requirement if 5000 Ellin Rd. netic media is not used for filing with
you issue the IRS Form W-2 with the EIC Lanhan, MD.20706 SSA, the substitute copies of Forms W-2

notice on the back of the employee’s cop)g\ny questions pertaining to Copy A,assembly should be arranged in the same
(Copy B), or a substitute Form W-2 withg -y W-2, and Form W-3 should be fororder as the IRS printed Forms W-2.

the same statement. You may also megk, qed to: Copy A should be first, followed sequen-
the requirement by providing a substitute g gig| Security Administration tially by perforated sets (Copies 1, B, C,
Form W-2 without the EIC notice and Data Operations Center 2, and D). The substitute form to be filed
Notice 797, Possible Federal Tax Refund 1150 E. Mountain Drive by the employer with SSA must carry the
Due to the Earned Income Credit (EIC),  attp: Program Analyst Office Room designation “Copy A.”

or your own statement that contains the 449 NOTE: Magnetic media filers do not

same wording. You also may change the Wilkes-Barre, PA 18702-7997 submit Copy A of Form W-2 or Form

font on Employee Copy C (back pageyoTg: You should allow at leaS0 days W-3. Form 6559 is the transmittal for
only) so that the EIC notification and¢,; ihe IRS and SSA to respond. magnetic media filed Form W-2 data.

W-2 instructions may fit entirely on the o> Forms w—2 and W—3 are subject to 1. It is not a requirement that privately
back of Copy C. For more informationgnpn ) review and possible change. Enfvinted substitute forms contain a copy to
about notification requirementsee NO- \vers are cautioned against overstocike retained by employers (Copy D). How-
tice 1015(formerly Pub. 1325), Employ- jhg"spplies of privately printed substi-ever, employers must be prepared to ver-
ers-Have You Told Your Employees; tag. ify or duplicate this information if it is re-
About the Earned Income Credit (EIC) .03 Copies of the current year |quuested by the IRS or SSA. Paper filers
NOTE: Printers are cautioned that th%rinted Forms W—2 and W-3 and the inthat do not keep Copy D should be able to
rules set forth here (Part B. Sec. 2) applyirctions for these forms may be obgenerate a facsimile of Copy Ain case of
to employee copies (Copies B, C, €tCyhinaq through electronic options on théoss.
only.  Paper filers who send Copy A Ofiyternet at http://www.irs.ustreas.gov, or 2. Except as provided in the arrange-
Form W-2 to SSA musillow the re- ¢,m most IRS offices or by calling 1-ment of the official assemblies, additional
quirements in Part B. Sec. 3, below fogy0.829.3676. The IRS provides onlycopies that may be prepared by employers

those paper submissions. cut sheet sets. shall not be placed ahead of the copy “For
SEC. 3. GENERAL RULES FOR .04 Substitute Forms W-2 and W—ﬁMPLOYEE’S RECORDS," Form W-2
FILING “PAPER SUBSTITUTES” transmitted to SSA should generally contCopy C). o
FOR FORMS W—2 AND W—3 tain only data that is required by the Form 3. Instructions similar to those con-
W-=2, the Form W-2 instructions, and thig¢ained on the back d@opies B and Cof
.01 Paper substitutes that conform taevenue procedure. the official form MUST be provided to

tally to the specifications contained in this .05 Substitute Forms W—2, Copy Agach employee. These instructions may
revenue procedure may be privateland W-3 are machine imaged andée printed on the back of the substitute
printed without the prior approval of thescanned by Social Security, therefor€opy B and C or may be provided to em-
IRS. Penalties may be assessed for nthtese forms must meet the same specificaloyees on a separate statement. Do not
complying with the form specificationstions as Forms W-2 and W-3 producegrint these instructions on the back of
set forth in this publication. SUBSTI-by IRS. The vertical and horizontal spaceopies 1 or 2 that is to be filed with the
TUTE FORMS THAT DO NOT CON- ing for all Federal payment and data@mployee’s state or local returns.

FORM TOTALLY TO THESE SPECIFI- boxes on Form W-2 must be in compli- .02 All privately printed Forms W-3
CATIONS ARE NOT ACCEPTABLE. ance with the specifications containeénd Forms W-2 (Copy A), must have the
This applies to both paper substitutes théterein. tax year, form number, and form title
are filed with SSA and those that are .06 All ballot boxes on Forms W-2,printed on the bottom face of each form
given to employeesForms should not Copy A (Box 15), and W-3 (Box “b”) using identical type to that of the official
be submitted to IRS or SSA for specific must be 8-point boxes. format. The tax year must be printed in
approval. However, if you are uncertain NOTE: If a box is marked, more thanmnon-reflective black ink using 24 pt

of any specification set forth herein and0% of the applicable ballot box must bédCRA-font (copy A), of Forms W-2,
want that specification clarified, you maycovered by an “X". and Forms W-3. The form title, e.g.,
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Wage and Tax Statement must be employer must refrain from printing anyto delete the following items from the em-
printed in red OCR drop-out ink on data in the top margin of the forms. Theloyee copies of Forms W-2 that are pro-
Form W-2, Copy A, and Form W-3. employer must also provide payee copiesded to employees:

The form identifying control number of  (Copies B, C, and 2) that are legible and 1 Form identifying number (e.g.,
Forms W-2 and Form W-3, must be capable of being photocopied (by the en22222);

printed in non-reflective black ink, ployee). 2 The word “void” and associated box
using OCRA-font, printed 10 charac- .03 The Employer Identification Num- 3 Any other captions or box number
ters per inch. The word “Form” on the ber (EIN) may be entered in the Emihat would not be of any informational
W-2 and W-3 must be printed in red ployer’s name and address box on Copy Ase to employees (unless otherwise re-
OCR drop-out ink. of Forms W-2 (Box “c” on the IRS printedquired).

.03 The substitute Form W-2, Copy BForm W-2). If this is done, the EIN need .09 Employers should use the IRS sup-
which employees attach to their Federalot be entered in the box provided for thelied label when filing Form W-3 with
income tax return, must be at least 12EIN (Box “b” on the IRS printed Form SSA. The label should be placed inside
pound paper (basis 1¥ 22-500) while W-2). The EIN must be entered in Boxhe brackets printed in Boxes “e” and “f".
the other copies furnished to employee’s” of the Form W—-3.Note: EIN entered
should be at least 9-pound paper (basis bA Form W-3 Box “e” must be the same SEC. 3._OFFICE OF MANAGEMENT

X 22-500). EIN entered on Forms W—2 Box “b”, AND BUDGET (OMB)
.04 Employee copies of Forms W-2and on Form 941 as well. REQUIREMENTS FOR SUBSTITUTE

(Copies B, C, etc.), including those that .04 The employer’s name, address, arfdORMS
are printed on a single sheet of papeEIN may be preprinted. :
MUST be produced so as to be easily sep- .05 The optional employer’s state u.i(r);Ls.Tf}ei)Pgﬁéwgrk FO?/(;TC;;O?R'%CJE;?
arated by the employee. Perforations b@rumber may be pre-printed in the em?Orms ' (2) that eacﬁpform (all copies)
tween the individual copies that areloyer’s name, address, and ZIP COdghow ,the OMB a | b P q
printed on a single sheet of paper satisfyox. If this is done, the Employer’s state = approval number and,
this requirement. I.D. Number section in Box 16 of FormsWhen appropriate, the form's expiration

date, and (3) that the form (or its instruc-

.05 The Form W-2, Copy A, and thew—-2 need not be completed, as long 33 tate why IRS is collecting the i

OCR bond Form W-3 that are filed withthe applicable state taxing authority doe Ic?rrrl:;tisoﬁ eh(\;vw)\//ve wiIIISusC:iteaCnlgg\]/vh(;hlg;

SSA must have no printing on the revers i i -
p g Rot object. Please check with the appro it must be given to us. The official IRS

side. priate state taxing authority before istructi il contain this |
.06 Instructions similar to those prooing this. form (tc_Jr instructions) will contain this in-
ormation.

videq as part of the official form must be 06 Generally, an agent that has an ap- 09 As it anblies to substitute IRS
provided as part of any substitute Formyroved Form(s) 2678, EmployerAppOint'for'ms i me;)nps
W-3. ment of Agent, should enter its name as 1 ’AII substitu.te forms (all copies)

.07 The copy of the substitute Formhe employer in Box ¢ of Form W-2, and :
W-3 that contains the instructions and ifile one Form W—2. However, if the agenfRuStShow the OMB number as it appears

to be retained by the employer should bg acting as an agent for two or more enﬁn the official IRS printed form (see Ex-

at least 18-pound paper (basis X7 ployers, or is an employer and is acting a& 2/t A and B).

22-500). an agent for another employer, and pay
SEC. 2. INSTRUCTIONS FOR social security wages in excess of th
EMPLOYERS wage base to an individual, special report-
ing for payments to that individual is OMB # 1545-0008
.01 Only originals or ribbon copies ofneeded. The agent should file separate3 You must inform the users of vour
Copy A (Forms W-2) and Form W-3 mayForms W-2 reflecting the wages paid b%ub.stitute forms of the reasons foryIRS
be filed with SSA. _Carbon copies anceach employer. Box “c” of Form W-2 - .
photocopies are not acceptable. should include name of agent, agent fof0//€ction, use, and requirements, as
.02 Employers should type or machingname of employer), and address of agerﬁ?ated in the instructions for the official
print entries on forms whenever possiblEach Form W—2 should reflect the EIN of *> form-
and provide good quality data entries byhe agent in Box “b”. In addition the em-gec 4. FORMS and PUBLICATIONS
using a high quality type face, insertingoloyer’s EIN should be shown in Box “h”
data in the middle of blocks that are welbf Form W-3. .01 Electronic access to IRS tax forms,
separated from other printing and guide- .07 The preparation and filing instruc4nstructions, publications, and other tax
lines, and taking any other measures thtibns for Forms W-2 are contained in thelata is available through the following:
will guarantee clear, sharp images. Th&998 Instructions for Form W-2. The Modem: IRIS at FedWorld (703)
print character size must be no more thgoreparation and filing instructions for 321-8020
12 characters per inch.Omit dollar sign§&orm W-3 are contained as part of the Technical questions regarding Fed-
but include decimal points for all cents1998 Form W-3 snap set assembly. World can be directed to the FedWorld
amounts. The employer must provide a .08 To avoid confusion and questionselp desk 24 hours a day at (703) 487-
machine scannable form for Copy A. Théy employees, employers are encourageib08.

2. The OMB number must be in one of
e following formats:
OMB No. 1545-0008 (preferred),
or
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Internet: Telnet - iris.irs.ustreas.gov  Printing Office (GPO), Superintendent ofSec. 5 EFFECT ON OTHER REVENUE
FTP - ttp.irs.ustreas.gov Documents (Supt. Docs.). Current ta?ROCEDURES
WWW - http://www.irs.ustreas.gov  year materials, and tax forms from 1991
Fax Forms: (703) 487-4160 and publications from 1994, are included ‘01 Rev. Procs. 97-24 and 97-24A,
.02 Over 100 of the most requestedn the disc. To order the CD-ROM, conl-R-B. 1997-16, dated April 21, 1997, and
forms and instructions may be obtainetact Supt. Docs. At (202) 512-1800 (seledtR-B- 1997-20, dated May 19, 1997,
via your fax machine. Just call (703) 487Option #1), or by computer through(R€pPrinted as Publication 1141, Revised
4160 from the telephone connected t&PO’s Internet Web Site (http://www. 497, IS superseded.
your fax machine. access.gpo.gov/su docs).
.03 A CD-ROM containing over 2,000 .04 List of Social Security Administra-
tax forms, instructions, and publicationgions Magnetic Media Coordinators is in-
may be purchased from the Governmemtiuded in the Appendix.




