








Filing Information (continued)

Example of Form 967 for all filers except split-monthly
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Filing Information (continued)

‘Who must file Form 9677

If you had an active Idaho withholding account for any part of the year or withheld Idaho income taxes during the
year, you must file Form 967. This is true even if you didn’t withhold income tax from employee wages or if you
cancelled your account during the year.

‘What records and forms do I need to complete the reconciliation process?

The following records and forms will help you reconcile your Idaho income tax withholding:
e Payroll records
e Tdaho withholding payment records or the Record of Idaho Withholding Payments
e Completed W-2s and any 1099s with Idaho income tax withholding
® Form 967, Idaho Annual Withholding Report

How do I reconcile my income tax withholding?
Make sure these balance:

e The amount of Idaho income tax withheld from employee wages
¢ The amount of Idaho income tax paid to the Tax Commission throughout the year
® The amount of Idaho withholding reported on W-2s and 1099s

If you can’t balance the above:

e Review all documents for mathematical errors
e Review payments for dollar amounts and dates submitted

e Review all withholding documents (W-2s and 1099s) to be sure only Idaho withholding is included. Are there
any W-2 corrections (W-2¢) documents not accounted for?

Your total amount of payments should equal the amount of Idaho withholding reported on your withholding
documents, (Forms W-2, 1099, and W-2c¢). If your totals don’t match each other after reviewing your documents,
you may owe tax or be entitled to a refund.

Why can’t I enter amounts with cents on Form 967?

Idaho’s administrative rules require you to use whole numbers for all withholding returns. Reduce amounts ending
with less than 50 cents to the lower whole dollar. Increase amounts ending with 50 cents or more to the next whole
dollar.

Do I need to sign Form 967?

If you file a paper Form 967, you must sign it.

If I close my business during the year, can I file Form 967 early?

Yes. If you cancel your account, you’ll receive a preprinted Form 967. Please complete the form and mail it to
the Tax Commission. If you had an active Idaho withholding account for any part of the year or withheld Idaho
income taxes during the year, you must file Form 967.
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Filing Information (continued)

How do I file my returns?

Online. You can file the following online through our website at tax.idaho.gov:

e W-2s with Form 967. You can file your W-2s by either entering the W-2 detail online or uploading a file. If
you choose a file upload, the specifications are available at tax.idaho.gov (click on “Tax Preparers” under
Tax Professionals). Idaho requires electronic filing of W-2s for employers who meet the IRS requirements
to file electronically. If employers meet the IRS requirements but have fewer than 50 employees working in
Idaho, the state will accept either paper or electronic filing. If you meet these requirements but don’t file elec-
tronically, we may return your W-2s to you and charge a penalty.

¢ 1099s and information returns. You can file your 1099s and information returns by uploading a file. If you
withheld Idaho income tax, you must include Form 967 in your file.

Paper. When you file your Form 967 by paper, you must attach paper W-2s and any 1099s with Idaho withholding
to the form. Please make sure all copies of employees’ W-2s are legible, especially any carbon copies.

When are my returns due?

Your Form 967, W-2s, and 1099s are due by the last day of February.

What happens if I file late?

Penalty and interest are charged on the amount of tax due from the due date until paid.

We may also apply a penalty of $2 per month for each W-2 and 1099 that you don’t submit by the last day of
February. The minimum penalty is $10; the maximum penalty is $2,000.

How do I amend my return?

To amend a previously filed return, complete a new Form 967 using the correct amounts. Include any corrected
W-2s (Form W-2¢) and 1099s with Idaho withholding. If you don’t have a copy of Form 967, please call the Tax
Commission to request one. Write “Amended” on the Form 967 and send the corrected forms to: Idaho State Tax
Commission, PO Box 76, Boise ID 83707-0076.

Recordkeeping

What records do I need to keep and for how long?
You must keep your payroll records for at least four years. They should include:

e Name, address, and Social Security number of each employee
e Dates of employment

e Dates and amount of all wage payments and taxes withheld

e Hours and location of work

e A Form W-4 for each employee

e (Cancelled payroll checks

e (Copies of all Forms W-2 and Forms 1099

e Federal Form I-9, Employment Eligibility Verification

A Guide to Idaho Income Tax Withholding 12-19-2011 EPB00006 17



Other Questions

‘What if I hire someone who doesn’t live in Idaho?

If a person is working in Idaho, you must report the wages to Idaho. Because the wages are earned in Idaho, they’re
subject to Idaho income tax. You don’t have to withhold Idaho income tax unless the person will earn $1,000 or
more in Idaho during the year. All wages earned in Idaho must be reported on Form W-2 as Idaho wages, even if
tax wasn’'t withheld.

What if I send my Idaho employees to another state to work?

You're required to withhold income tax for the state in which the employees are working. If the state where they’re
working doesn’t have an income tax, the employees may want to have you withhold Idaho income tax. As residents
of Idaho, their income will be taxable in Idaho.

If I’m self-employed, how do I know how much money to set aside to pay my income tax?

If you're self-employed or receive a pension payment, the tables starting on page 21 will help you decide how

much to set aside to pay your income tax. Determine the taxable income you receive each month, then use the
monthly table to decide how much tax you will owe. Idaho doesn’t require estimated tax payments from individuals;
however, you can file a voluntary estimated tax payment using Form 51.

What if an employee’s payroll check goes unclaimed or uncashed?

The Unclaimed Property Act requires you to try to locate the owner of any money you hold. If you can’t locate the
owner within a year, you must file an unclaimed property holder report and turn the money over to the Unclaimed
Property Section of the State Treasurer’s Office for safekeeping. Please call (208) 332-2942 for more information or
visit sto.idaho.gov.

Substitute Forms and Instructions

‘What if I want to develop my own substitute withholding forms?

Go to “Forms Developers” under Tax Professionals on our website at tax.idaho.gov to find the specifications for
substitute forms. The specifications contain all the information you need to create substitute forms and get them
approved.

Computing the Amount of

Idaho Income Tax Withholding

Percentage Computation Method

Multiply the allowance value for the appropriate payroll period (see Allowance Value Table on the next page) by the
number of allowances claimed on the Form W-4 and subtract this amount from the employee’s wages. Use the result
to compute the amount to withhold using the appropriate tables on pages 21-23.

The percentage computation method may be the most useful method to use when programming the withholding
table for your computer.
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Computing the Amount of Idaho Income Tax Withholding (continued)

Allowance Value Table

Payroll Period One Withholding Allowance
WEEKIY ... $§ 71

BIWEEKLY ... $ 142

SemImMONthLY .....uuvveiiiiieiieeiiii e $ 154

MONALY ..o $ 308

ANNUAL ..o $ 3,700

Daaily /IMISC. ..o $ 14 (each day)

Example: An unmarried employee is paid $812 biweekly and claims two withholding allowances on the W-4. Using
the percentage method, compute the withholding as follows:

1. Total Wage PAYMENt.........cccuvveieeeeeiiiiieeeeeeciiiee e e $ 812
2. One allowance (from the Allowance Value Table above) ........ $ 142
3. Allowances claimed on W-4..........cccooviiiiiiiiiniiiiiicee 2
4. Multiply line 2by line 3 ..........ccevviiiiiiiiiiiiiiiiiiiie $ 284
5.  Amount subject to withholding

(subtract total allowances, line 4, from wages, line 1).......... $§ 528

6. Tax to be withheld (tables from pages 21-23)
($20 on $467 + $4.51 on remaining $61)
Remember t0 10UNd ..............cccuiiiiieeiiiiiiiiiiiieeeee e $ 25

‘Wage Bracket Method

Find the proper table on pages 24 — 47 for your payroll period and the employee’s marital status as shown on the
Form W-4. Based on the number of withholding allowances claimed on the W-4 and the amount of wages, find the
amount to withhold.

If an employee claims more than 10 allowances, you can still use the tables by following these steps:

1. Multiply the number of withholding allowances over 10 by the amount from the Allowance Value Table above,
2. Subtract the result from the gross wages to get the adjusted gross wages, and

3. Use the adjusted gross wages and column for 10 allowances to determine the withholding amount.

If the wages exceed the amount shown in the last bracket of the table, use the percentage computation method of
withholding described on page 18.
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Computing the Amount of Idaho Income Tax Withholding (continued)

Annualized Wage Method

Multiply the wages for the pay period by the number of pay periods in the calendar year. Subtract the withholding
allowances listed on page 19 from the gross wages to determine the amount subject to withholding. Use this figure
and the annual tables to compute the amount of withholding required. Divide that amount by the number of pay
periods in the calendar year. The result will be the amount of withholding for the current pay period.

Example: A married person is paid $700 per week and claims four withholding allowances on his Form W-4.
Compute the amount of withholding using the following steps:

1. Total annual wages ($700 X 52 Weeks)..........vvvvrvreeeeeeeeeennnn. $36,400
2. One annual allowance (from Allowance Value Table) ........ $ 3,700
3. Allowance claimed on W-4 x 4 ($3,700 X 4) ....coeeeeeeeeee.... $14,800
4. Amount subject to withholding (line 1 — line 3).................. $21,600
5. Tax from annual table (page 21)

($548 on $21,280 + $22.72 on remaining $320)
Remember t0 10U .........ccceeeeeiiiiiiieeeeee e $ 571

6. Amount to be withheld each week
($571 divided by 52)
Remember t0 1OUNG ............ooueeeeeeeeeeeeeee e $ 11

Withholding on Bonuses, Commissions, etc.

Supplemental wages are compensation paid to an employee in addition to the employee’s regular wages. These
include bonuses, commissions, overtime pay, accumulated sick leave, severance pay, expense allowances paid under
a nonaccountable plan, payments for nondeductible moving expenses, etc.

The withholding may be computed by either combining the supplemental payment with the regular wages and
treating them as a single payment or by withholding 7.8 percent of the payment for Idaho taxes.
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Table for Percentage Computation Method of Withholding

for Annual Payroll Period and Daily or Miscellaneous Payroll Period

Single Persons - including head of household

If wages after subtracting The amount of Idaho Income
withholding allowances are: tax to withhold is:
T More than  and Less than
(o) $1 $2,100 $0.00
— $2,100 $3,438 1.6% of the amount over $2,100
b $3,438 $4,776 $21 plus 3.6% of the amount over $3,438
(+H] $4,776 $6,114 $69 plus 4.1% of the amount over $4,776
o $6,114 $7,452 $124 plus 5.1% of the amount over $6,114
$7,452 $8,790 $192 plus 6.1% of the amount over $7,452
: $8,790 $12,135 $274 plus 7.1% of the amount over $8,790
o $12,135 $28,860 $511 plus 7.4% of the amount over $12,135
g $28,860 $1,749 plus 7.8% of the amount over $28,860
>
© Married Persons
o If wages after subtracting The amount of Idaho Income
— withholding allowances are: tax to withhold is:
©
= | Morethan and Less than
- $1 $7,900 $0.00
$7,900 $10,576 1.6% of the amount over $7,900
c $10,576 $13,252 $43 plus  3.6% of the amount over $10,576
< $13,252 $15,928 $139 plus 4.1% of the amount over $13,252
$15,928 $18,604 $249 plus 5.1% of the amount over $15,928
$18,604 $21,280 $385 plus 6.1% of the amount over $18,604
$21,280 $27,970 $548 plus 7.1% of the amount over $21,280
$27,970 $61,420 $1,023 plus 7.4% of the amount over $27,970
$61,420 $3,498 plus 7.8% of the amount over $61,420

Single Persons - including head of household
If wages after subtracting The amount of Idaho Income
withholding allowances are: tax to withhold is:

More than  and Less than

$1 $8 $0.00
$8 $13 1.6% of the amount over $8
$13 $18 $0.08 plus 3.6% of the amount over $13
$18 $24 $0.27 plus 4.1% of the amount over $18
$24 $29 $0.48 plus 5.1% of the amount over $24
$29 $34 $0.74 plus 6.1% of the amount over $29
$34 $47 $1.06 plus 7.1% of the amount over $34
$47 $111 $1.97 plus 7.4% of the amount over $47
$111 $6.73 plus  7.8% of the amount over $111

Married Persons

If wages after subtracting The amount of Idaho Income
withholding allowances are: tax to withhold is:

More than and Less than

Daily or Miscellaneous Payroll Period

$1 $30 $0.00
$30 $41 1.6% of the amount over $30
$41 $51 $0.16 plus 3.6% of the amount over $41
$51 $61 $0.54 plus 4.1% of the amount over $51
$61 $72 $0.96 plus 5.1% of the amount over $61
$72 $82 $1.48 plus 6.1% of the amount over $72
$82 $108 $2.11 plus 7.1% of the amount over $82
$108 $236 $3.94 plus 7.4% of the amount over $108
$236 $13.46 plus 7.8% of the amount over $236
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Table for Percentage Computation Method of Withholding

for Semimonthly Payroll Period and Monthly Payroll Period

Single Persons - including head of household
b} If wages after subtracting The amount of Idaho Income
o withholding allowances are: tax to withhold is:
& | More than and Less than
(] $1 $88 $0.00
o $88 $143 1.6% of the amount over $88
$143 $199 $1 plus 3.6% of the amount over $143
_— $199 $255 $3 plus 4.1% of the amount over $199
- $255 $311 $5 plus 5.1% of the amount over $255
S $311 $366 $8 plus 6.1% of the amount over $311
$366 $506 $11 plus  7.1% of the amount over $366
> $506 $1,203 $21 plus 7.4% of the amount over $506
: $1,203 $73 plus 7.8% of the amount over $1,203
> Married Persons
E If wages after subtracting The amount of Idaho Income
- withholding allowances are: tax to withhold is:
< More than and Less than
° $1 $329 $0.00
€ $329 $441 1.6% of the amount over $329
— $441 $552 $2 plus 3.6% of the amount over $441
= $552 $664 $6 plus 4.1% of the amount over $552
o $664 $775 $10 plus 5.1% of the amount over $664
$775 $887 $16 plus 6.1% of the amount over $775
”n $887 $1,165 $23 plus 7.1% of the amount over $887
$1,165 $2,559 $43 plus  7.4% of the amount over $1,165
$2,559 $146 plus 7.8% of the amount over $2,559
Single Persons - including head of household
If wages after subtracting The amount of Idaho Income
withholding allowances are: tax to withhold is:
© More than and Less than
o $1 $175 $0.00
= $175 $287 1.6% of the amount over $175
o $287 $398 $2 plus 3.6% of the amount over $287
$398 $510 $6 plus 4.1% of the amount over $398
o $510 $621 $10 plus 5.1% of the amount over $510
_— $621 $733 $16 plus 6.1% of the amount over $621
— $733 $1,011 $23 plus  7.1% of the amount over $733
(o] $1,011 $2,405 $43 plus 7.4% of the amount over $1,011
- $2,405 $146 plus 7.8% of the amount over $2,405
>
© .
o Married Persons
If wages after subtracting The amount of Idaho Income
> withholding allowances are: tax to withhold is:
£ | Morethan  and Less than
+ $1 $658 $0.00
c $658 $881 1.6% of the amount over $658
(] $881 $1,104 $4 plus 3.6% of the amount over $881
p— $1,104 $1,327 $12 plus 4.1% of the amount over $1,104
$1,327 $1,550 $21 plus 5.1% of the amount over $1,327
$1,550 $1,773 $32 plus 6.1% of the amount over $1,550
$1,773 $2,331 $46 plus 7.1% of the amount over $1,773
$2,331 $5,118 $85 plus 7.4% of the amount over $2,331
$5,118 $292 plus 7.8% of the amount over $5,118
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Table for Percentage Computation Method of Withholding

for Weekly Payroll Period and Biweekly Payroll Period

Single Persons - including head of household
If wages after subtracting The amount of Idaho Income
withholding allowances are: tax to withhold is:
© | More than and Less than
lo] $1 $40 $0.00
— $40 $66 1.6% of the amount over $40
b $66 $92 $0 plus 3.6% of the amount over $66
(] $92 $118 $1 plus 4.1% of the amount over $92
o $118 $143 $2 plus 5.1% of the amount over $118
$143 $169 $4 plus 6.1% of the amount over $143
- $169 $233 $5 plus  7.1% of the amount over $169
o $233 $555 $10 plus 7.4% of the amount over $233
o $555 $34 plus 7.8% of the amount over $555
>
© Married Persons
o If wages after subtracting The amount of Idaho Income
> withholding allowances are: tax to withhold is:
¢ | More than and Less than
) $1 $152 $0.00
o $152 $203 1.6% of the amount over $152
$203 $255 $1 plus 3.6% of the amount over $203
; $255 $306 $3 plus 4.1% of the amount over $255
$306 $358 $5 plus 5.1% of the amount over $306
$358 $409 $7 plus 6.1% of the amount over $358
$409 $538 $11 plus  7.1% of the amount over $409
$538 $1,181 $20 plus 7.4% of the amount over $538
$1,181 $67 plus 7.8% of the amount over $1,181
Single Persons - including head of household
If wages after subtracting The amount of Idaho Income
withholding allowances are: tax to withhold is:
T
O | More than and Less than
— $1 $81 $0.00
- $81 $132 1.6% of the amount over $81
() $132 $184 $1 plus 3.6% of the amount over $132
o $184 $235 $3 plus 4.1% of the amount over $184
$235 $287 $5 plus 5.1% of the amount over $235
- $287 $338 $7 plus 6.1% of the amount over $287
o $338 $467 $11 plus  7.1% of the amount over $338
o $467 $1,110 $20 plus 7.4% of the amount over $467
> $1,110 $67 plus 7.8% of the amount over $1,110
©
o Married Persons
> If wages after subtracting The amount of Idaho Income
- withholding allowances are: tax to withhold is:
K4
o More than and Less than
P $1 $304 $0.00
$304 $407 1.6% of the amount over $304
; $407 $510 $2 plus 3.6% of the amount over $407
- $510 $613 $5 plus 4.1% of the amount over $510
o $613 $716 $10 plus 5.1% of the amount over $613
$716 $818 $15 plus 6.1% of the amount over $716
$818 $1,076 $21 plus  7.1% of the amount over $818
$1,076 $2,362 $39 plus 7.4% of the amount over $1,076
$2,362 $135 plus 7.8% of the amount over $2,362
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for Single or Head of Household with a Monthly Payroll Period
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for Single or Head of Household with a Monthly Payroll Period (continued)
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for Single or Head of Household with a Semimonthly Payroll Period (continued)
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Table for Wage Bracket Method of Withholding

for Single or Head of Household with a Biweekly Payroll Period
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for Single or Head of Household with a Biweekly Payroll Period (continued)
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for Single or Head of Household with a Weekly Payroll Period
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for Single or Head of Household with a Weekly Payroll Period (continued)
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Table for Wage Bracket Method of Withholding

for Single or Head of Household with a Daily or Miscellaneous Payroll Period
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And the number of withholding allowances is-

The amount of income tax to be withheld is-
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for Single or Head of Household with a Daily or Miscellaneous Payroll Period (continued)
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for Married with an Annual Payroll Period
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for Married with an Annual Payroll Period (continued)
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for Married with a Monthly Payroll Period
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for Married with a Monthly Payroll Period (continued)
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Table for Wage Bracket Method of Withholding

for Married with a Semimonthly Payroll Period
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for Married with a Semimonthly Payroll Period (continued)
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Table for Wage Bracket Method of Withholding

for Married with a Biweekly Payroll Period
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for Married with a Biweekly Payroll Period (continued)
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Table for Wage

Bracket Method of Withholding

for Married with a Weekly Payroll Period
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for Married with a Weekly Payroll Period (continued)
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Table for Wage Bracket Method of Withholding

for Married with a Daily or Miscellaneous Payroll Period
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Table for Wage Bracket Method of Withholding

for Married with a Daily or Miscellaneous Payroll Period (continued)
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Idaho State Tax Commission
800 Park Blvd., Plaza IV

PO Box 36

Boise ID 83722-0410

These instructions don’t provide a comprehensive
explanation of Idaho tax laws or rules.





