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From time to time, Bookkeeping Tips may bring you special offers from our partners that 
we think will be of interest to you. 
 
 
 

5 practical tips on paying part-time employees 
  

Our goal as the national association of bookkeepers is to raise 
bookkeepers' professional status. One way we do this is by keeping 
members up to date and offering helpful on-the-job guidance in our 
monthly technical letter, The General Ledger. Here is just one example 
of the many practical tips you get in each issue. 
  
1.      Withhold FICA on part-timers (and retirees). Even if someone who 

works for you part-time also has a full-time job where they have had 
100% of their FICA withheld for the year, you must withhold the full 
amount of FICA from their pay. These individuals can obtain a refund of 
any overpaid FICA on their 1040. Similarly, if a retiree receiving Social 
Security benefits works for you, say, one day a week, you must withhold 
FICA.  

  
2.      Former employees who return as "independent contractors" are 

probably employees.  If they do the same job they did before they left, 
especially in the same tax year, they are employees. IRS target: 
Individuals who receive a W-2 and 1099 from the same employer for the 
same year. 

  
3.      Length of employment does not determine worker status. Even 

employees who work for only part of one day are still employees, and all 
employment taxes apply. 

  
4.      Giving part-timers benefits is optional. Generally, you do not have to 

pay part-time or summer help for holidays and need not include temps 
and part-timers in health, pension and other benefits. But to exclude 
them, have a written plan stating which benefits are not available to 
these workers.  

  
5.   Defining “part-time” v. “full-time” employees.  Federal law requires that you 

pay the overtime rate for each hour worked over 40 hours in the 
workweek, and governs the number of hours that children can work. But 
company policy determines whether you will pay overtime after 30 or 35 
hours or any other number of hours fewer than 40.  

  



It's also a good idea to see if your state may have special laws. 
  
You get practical information like this in each issue of The General Ledger, 
yours free as a member. Join now and get the August, 2008 issue. 
Discover:  
•       When the IRS decides your independent contractor is an employee—an 

easy way to slash penalties and avoid paying any interest. 
•        How you will soon be able to correct 941 errors in minutes, and do it 

when you find them instead of waiting until the end of the quarter. 
•        Is your company or client almost insured? This handy chart tells you. 
•        Professional Readings for Bookkeepers: We scan dozens of top 

accounting, tax and business publications, select the most useful items 
and condense each one into a practical nugget you can use on the job.

•        IRS spells out how to withhold FIT on supplemental wages—it's easy. 
  
Join now and we will also send you these 3 special reports—free: 
 
Free Report #1: “21 Key Bookkeeping Changes in Current Tax Laws.” 
Discover: 
 
•   Change # 7: Payroll taxes--why trusting anyone can get you in trouble 
•   Change #11: IRS crackdown on misuse of per diem reimbursements--do you know the 

rules? 
•   Change #14: What to alert company owners about if they have other ventures 
•   Change #18: When company medical reimbursements are taxable 
  
Plus . . . 17 other key changes you should know about. 
 
Free Report #2: “Better Bookkeeping in 15 Minutes—the 25 Best 
Bookkeeping Tips of 2008.” Find out how to: 
 
•   Post returned checks 
•   Withhold from car allowances 
•   Know when to take, or refuse, a prompt-payment discount 
•   Record checks made out to cash 
•   Prove expenses if canceled checks are lost 
•   Correct W-2 errors the easy way 
•   Prepare internal income statements 
•   Set up successful collection calls 
Plus: A special section on what is—and is not—overtime pay, and how to compute it. 
 
Free Report #3: “The Bookkeeper’s Guide to Internal Controls.” Protect 
your company or client—and make sure you are not held personally liable. 
  
Includes: 
•   How to protect yourself if you sign company checks 



•   Self-protection if you withhold taxes on paychecks 
•   How to make sure you are not liable for company loans or notes 
•   Steps you can take to avoid inadvertent disclosure 
•   And more 
 
Offer your company or clients protection, including: 
•   9 ways to prevent bad-check losses 
•   5 ways to protect company bank accounts and other cash 
•  12 policies that prevent fraud 
•   15 signs that employees are stealing 
•    And more 
 
Enjoy member benefits such as: 
•    free use of our telephone Member AnswerLine--experienced 

accountants an answers your bookkeeping, payroll and tax questions. 
 
•    free identity theft services if your identity is stolen  

•    member discounts on continuing professional education, professional 
liability insurance, overnight delivery for your company or clients 

  
And more, as a member of your professional association. 
 
Get the recognition you deserve, and stay up to date. Join 30,000 
bookkeepers as a member of The American Institute of Professional 
Bookkeepers, today. 

  

BOOKKEEPING TIPS is published by The American Institute of Professional 
Bookkeepers (AIPB), Suite 500, 6001 Montrose Road, Rockville, MD 20852. Tel.: 800-
622-0121,  
Fax: 800-541-0066, email: info@aipb.org. 
  
This publication is designed to provide accurate and authoritative information 
in regard to the subject matter covered, with the understanding that the 
publisher is not engaged in rendering legal, accounting or other professional 
services. If legal advice or other expert assistance is required, the services of 
a competent professional should be sought. -- From a Declaration of 
Principles jointly adopted by a Committee of the American Bar Assn. and a 
Committee of Publishers.  

 


