Year-End Payroll and 1099 Close Checklist
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it in December and January for a client with payroll or contractors. The IRS employment tax due dates page lists January 31 for Forms W-2 and W-3, Form 940 and Form 1099-NEC. Confirm every due date and threshold for the year before use.]
	Item
	Entry

	Client
	[Client Name]

	Tax year
	[YYYY]

	Payroll provider or system
	[Name]

	1099-NEC reporting threshold for the year
	[Amount from the IRS instructions for the year]



1. December cutoff
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Confirm the last payroll date and the pay dates that fall in January
	
	
	
	

	Review bonuses, commissions, fringe benefits and taxable reimbursements for inclusion in wages
	
	
	
	

	Confirm Section 125, retirement and HSA deferrals and employer contributions
	
	
	
	

	Confirm accrued wages and payroll tax at year end are on the books
	
	
	
	

	Record year-end payroll tax liabilities and tie to the payroll tax accounts
	
	
	
	



2. Contractors
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Compile the list of all payees for services in the year from the vendor ledger
	
	
	
	

	Confirm Form W-9 on file for each payee, and follow up on missing ones
	
	
	
	

	Total payments by payee and compare to the threshold
	
	
	
	

	Exclude payments by credit card or payment network, which are reported by the payment settlement entity, after confirming the rule in the IRS instructions
	
	
	
	

	Review backup withholding applied and Form 945 needs
	
	
	
	

	Prepare Forms 1099-NEC and 1099-MISC; get client approval of the list
	
	
	
	



3. Forms and returns
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Prepare Forms W-2 and W-3; check names, taxpayer IDs and amounts
	
	
	
	

	Reconcile W-2 totals to the four quarterly Forms 941
	
	
	
	

	Reconcile federal unemployment wages to Form 940
	
	
	
	

	File and furnish Forms W-2, W-3, 1099-NEC by January 31 or the next business day
	
	
	
	

	Prepare state wage reports and state annual reconciliations
	
	
	
	

	Keep copies and proof of filing
	
	
	
	



4. Open items
	Issue
	Action
	Owner
	Due date
	Resolved

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Sign-off
	Role
	Name
	Initials
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name, Title]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
