
INSTRUCTIONS FOR SMALL EMPLOYER TAX CREDIT SPREADSHEET

Complete all cells that are shaded in yellow:


A2:
Legal name of church


H2:
Federal Employer Identification Number


A3:
Mailing address


A4:
Town


D4:
State


E4:
Zip Code

B5:
Church Telephone


D7:
Total 2011 Federal withholding, from Box 2 on 2011 IRS Form W-3

D8:
Total 2011 Medicare withheld, from Box 6 on 2011 IRS Form W-3


G11:
Total assets as of last day of fiscal year


G12:
Name of person who has care of the church books, usually the Treasurer

Lines 20-32 – For each employee, enter:

a) Column A: name

b) Column C: number of hours worked in 2011 (full-time = 2080; clergy count as long as they received a W-2, not a 1099).  This should be on quarterly QUEST report.

c) Column D: total FICA wages paid (from Box 3 on IRS Forms W-2 -- note that for clergy and licensed ministers, FICA wages are $0)

d) Column F: for those employees with health coverage, indicate “Family” or “Single”.  Be sure to spell correctly, or the formula in column H won’t calculate accurately.

e) Column G: for those employees with health, dental, and or vision coverage, enter the dollar amount of the premiums paid by the employer

To add or remove additional lines, Left-click on a row number between 21 and 31 to highlight the row, then click on Insert Rows to add a row, or Edit Delete to remove a row.  If you insert a row, you will need to copy the formulas in columns E, H, and I to the new row.  Use Edit Copy and Edit Paste.  Do not add lines above or below the list, so that the total formulas remain correct.
After entering this information, data will be carried over to the Form 8941 tab.  On that tab, verify that all yellow cells should indeed be $0.  This information would be required in very rare circumstances.  To print this page, click on File Print and follow the prompts.
The information from Form 8941 is carried over to Form 990-T.  If you have other Unrelated Business Income Tax, you can include this information on your existing Form 990-T.  Otherwise, if this is the only reason for filing Form 990-T, fill in the information on the 990T tab, with line 45 = total payments = $0.
Save the spreadsheet by changing the name so that you keep both the blank spreadsheet and your church’s 2011 data.

Use this data to complete IRS Forms 8941 and 990-T.
Sign, copy and mail the forms 990-T and 8941 to the IRS (Ogden, UT 84201-0027) by the 15th day of the fifth month following your fiscal year end – that is, May 15th for a December 31, 2011 fiscal year end.

