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Instructions for Completing the 941 for 2026: Employer’s Quarterly Federal Tax 
Return 
 
*Fields highlighted in green on the example 941 at the end of these instructions must be 
completed. 
 
The EIN is the Federal Identification Number that begins with 73 for conservation districts. 
Always be sure the EIN on the form you file exactly matches the EIN the IRS has assigned to 
your business. Be sure to carry this information to the top of the second page. 
 
Name / Address: Use the name and address that is associated with your EIN that the IRS 
recognizes. Be sure to complete the “Name” box at the page of 2 also. 
 
Check the appropriate box for the quarter. 

Due Dates: Quarter 1 - April 30 
  Quarter 2 - July 31 

Quarter 3 - October 31 
  Quarter 4 - January 31 

 
Do not complete anything in the “Aggregate Return Filers Only” box. Districts are not aggregate 
return filers. 
 
Page 1 Part 1:   
Question 1 - Total number of employees for the quarter.  This includes part-time/temporary 
employees who were paid wages at any point during the quarter. 
 
Question 2 - Line 12 of the Payroll Worksheet (OCC + local) for each month of the quarter 
added together for each employee. Be sure to add any longevity, one-time pay increases, and/or 
leave payouts. 
 
Question 3 - Line 13 of the Payroll Worksheet for each month of the quarter added together for 
each employee. Be sure to add any federal tax withholding for longevity, one-time pay increases, 
and/or leave payouts. 
 
Question 4: Do not check this box. 
 
Question 5a – Column 1 - Line 6 of the Payroll Worksheet for each month of the quarter added 
together for each employee. Be sure to include any longevity, one-time pay increases, and/or 
leave payouts. 
 
Question 5a – Column 2 - Complete the math - multiplying Column 1 Box 5a x 0.124. 
   
Question 5b - Nothing goes in Column 1 or 2 
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Question 5c – Column 1 - Line 6 of the Payroll Worksheet (OCC + local) for each month of the 
quarter added together for each employee. Be sure to include any longevity, one-time pay 
increases or leave payout.  
 
Question 5c – Column 2 - Complete the math - multiplying Column 1 Box 5c x 0.029. 
 
Question 5d - Nothing goes in Column 1 or 2 
 
Question 5e - Complete according to the instructions on the form, adding Column 2 - Box 5a and 
5c. 
 
Question 5f – Nothing goes in this box. 
 
Question 6 – Complete according to the instructions on the form by adding Box 3 + Box 5e.  
Once this amount is figured STOP! Go to page 2 Part 2 of the report and complete line 16. 
 
Page 2 Part 2:   
This is the amount of federal monthly payroll tax that SHOULD HAVE BEEN PAID each 
month in the respective quarter.  This is the opportunity to reconcile the amounts that should 
have been paid with what was actually paid. Do not just enter the amounts from your monthly 
941 receipts; you must do the math.  
 
Generally, the amounts each month should be the same. The monthly deposit amount may differ 
if employees were hired or separated or if longevity or one-time pay increase was paid. 
 
Question 16 - All districts will check the monthly scheduled depositor box and complete the tax 
liabilities for each month.  Do the math for each month as instructed below and then add months 
1, 2, and 3 together for the Total liability for the quarter.   
 
To calculate the monthly federal tax payment for the district: 

From the payroll worksheet(s) – remember to include longevity and/or one-time pays, if 
applicable: 

Line 6 * 15.3% + Line 13= Tax Payment for each employee. Add all employees 
together.   
Enter the total into the corresponding month box. 

 
The total liability for quarter amount should equal Line 10 and Line 12 on Page 1. If the 
amount differs by any amount under $1.00, the adjustment may be made in Question 7. If the 
amount is larger than $1.00, you will need to go back and double check all calculations on the 
payroll worksheets, 941 form, and the monthly federal tax payments. 
 
Go Back to Page 1 Part 1: 
Question 7 - Adjustments can be made for anything under $1.00 when Box 6 does not match the 
“Total liability for quarter” box on page 2 and Box 10 and Box 12 on page 1 of the report. This 
amount can be either added or subtracted. The need for adjustments can occur due to rounding 
when making the federal monthly tax deposits. 
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Question 8 – Nothing goes in this box. 
 
Question 9 – Nothing goes in this box. 
 
Question 10 - Must equal "Total Liability for the Quarter" under Part 2 - Line 16 on Page 2. 
 
Question 11 – Nothing goes in this box. 
 
Question 12 – Must equal Line 10 and must equal "Total Liability for the Quarter" under Part 2 - 
Line 16 on Page 2. 
 
Question 13 - This is the amount of all federal tax deposits that were made for the quarter. Total 
all the 941 payments made for the quarter (i.e. the 941 receipts for the quarter) and enter the 
amount in the box. 
 

If this amount does not equal Box 12, you have either overpaid or underpaid.  If you 
believe it is necessary to complete a 941X to correct a mistake, PLEASE CONTACT 
THE COMMISSION FOR ASSISTANCE. 

 
*Note: Either box 14 or box 15a should be completed. Never enter amounts in both. 
 
Question 14 – Do the math; if line 12 is less than 13g you have underpaid the 941 taxes for the 
quarter and a balance is due. Enter the amount due, if applicable, in box 14; if no balance is due, 
leave box 14 blank.  If a balance is due, payment should be made electronically through the 
EFTPS process as a balance due on a return. Be sure to select the proper quarter to apply the 
payment to. 
OR 
Question 15a – Do the math; if line 13g is more than line 12 you have overpaid the 941 taxes for 
the quarter and a refund is due. Enter the amount overpaid, if applicable, in box 15a and check 
“Send a refund” in box 15b. If no balance is due to be refunded, leave all of the 15 series (i.e. 
15a, 15b, etc.) boxes blank. 
 
You may elect to provide the district account routing number, account type, and account number 
in boxes 15c, 15d, and 15e. This will allow the IRS to send the refund via direct deposit. 
Providing the information is not required but not doing so will delay receipt of the refund. 
 
Page 2 Part 3: 
Nothing to complete here unless the District is going out of business.  If that is the case, please 
contact OCC for assistance. 
 
Page 2 Part 4: 
You must check "yes" in this box and complete the name, phone number and 5-digit pin if the 
district wants to allow a district employee (such as the district manager, who usually completes 
the report) to discuss this report with the IRS. 
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Page 2 Part 5: 
The person completing the report must sign and date it here. Also provided the person’s 
printed/typed name, their title, and the best daytime contact phone number (i.e. the district’s 
phone number).  
 
Verify that the Name and EIN fields at the top of each page have been completed. 
 
Make a copy of the completed report and make note of the date it was mailed. The report must be 
mailed to:   
 
Department of Treasury 
Internal Revenue Service 
Ogden, UT 84201-0005 
 
 
 

 






	2026.03_941_WrittenInstructions.pdf
	2026.03_941_HighlightedExample.pdf

