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Paying and Reporting  
Form CT-1 Annual Tax 

(Required for Railroad Locals Only)  

This guide will walk you through:  

• Documenting tax payments in WinStabs NMR 
• Making tax payments through EFTPS  
• Filing the CT-1 tax return with the IRS  
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Who must file Form CT-1?  

As an employer, federal law, requires you to withhold certain taxes from employees' pay. Each time you pay 
wages, you must withhold – or take out of employees' pay – certain amounts for federal income, Railroad 
Retirement and Medicare tax. Any Local paying salary or lost time must file a CT-1-annual report going forward 
until the IRS informs you otherwise.   

AFTER YOU FILE YOUR FIRST FORM CT-1, YOU MUST FILE A RETURN FOR EACH YEAR, EVEN IF YOU DIDN’T 
PAY TAXABLE COMPENSATION DURING THE YEAR, UNTIL YOU FILE A FINAL RETURN.  

What taxes are reported on Form CT-1?  

Taxes reported on Form CT-1 include tax withheld for Medicare and Railroad Retirement taxes for Railroad 
Locals.  

When and where do you deposit (pay) CT-1 tax?  
Form CT-1 taxes are due monthly on the 15th of each month for the prior month’s tax liability. 1 CT-1 taxes 
should be deposited monthly even though it’s a quarterly tax.  The preferred method is to pay through the 
EFTPS website  
(https://www.eftps.gov). Electronic deposit via the internet is the preferred method. Avoid paying your taxes 
with the CT-1 -V voucher. The IRS will charge a 10% penalty if you do.  

Notes  

• Taxes on earnings are due when paid, not earned. 

• It is recommended that you issue all checks in December each year by the 15th of the month and go 
ahead and pay taxes due. This gives sufficient time for all checks and your tax payments to clear the 
bank, making the start of the next year much easier. 

• SMART TD's RRB Unit # is 8945. This number is required when you file.  
  
If you have any questions about how to pay your CT-1 taxes, call the Local Support Help Desk at 216-227-5444, 
email fshelpdesk@group.smart-union.org , or book a helpdesk session online here: 
http://bit.ly/smarthelpdeskappt 
 
After hours help desk is available Tue, Wed, Thr, Sun 6-10pm CST by calling 216-227-5280 
  

 
1 Exception: If the total liability for the year is less than $2,500, you can pay annually.  However, this is NOT 
recommended and could cost the Local penalties and interest if the liability exceeds $2,500 by the end of the 
year.  

 



 SMART TD Guide: Paying and Reporting CT-1 Tax  P a g e  | 3 

How do you obtain the IRS CT-1 Form*? 

 Go to the Local Toolbox page of the SMART TD website (www.smart-union.org/td/local-toolbox/) 
 Scroll to the Payroll Taxes section and click the plus sign to expand the section. 
 The form for the current year is found in the far-right column.  If you need a form for a previous year, click 

on “Old Tax Forms” which is found above the table. 
 Select the proper year’s CT-1 form, then download and save the PDF.   
 

*The IRS has started to encourage organizations to e-file tax returns, but currently there are no IRS-
approved e-file providers that offer Form CT-1. 

 
When and where do you report Form CT-1 taxes?  

The CT-1 annual form is due by February 28 for the prior year.  

Once you have the correct form, transfer your numbers from your worksheet to your official form. Ensure that 
you read and compare each line of the form with the worksheet because frequently the IRS changes the 
form after annual updates are made to WinStabs. 
 

When you prepare your CT-1, ensure you print three copies and sign/date them all.  

 A signed/dated copy should be sent via certified mail to the IRS (address listed in IRS Instructions). 
 A signed/dated copy should be sent to the SMART TD office by email to localreports@group.smart-

union.org or by mail to:  

ATTN: Local Reports 
SMART TD 

24950 Country Club Blvd. STE 340 
North Olmsted, OH 44070 

 Keep a signed/dated copy for the Local’s records. 

If you make an error in your reporting, call the Local Support Help Desk at 216-227-5444, email 
fshelpdesk@group.smart-union.org , or book a helpdesk session online here: http://bit.ly/smarthelpdeskappt 
 
After hours help desk is available Tue, Wed, Thr, Sun 6-10pm CST by calling 216-227-5280 
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Paying CT-1 Taxes in WinStabs NMR and EFTPS  

Step 1  

Open WinStabs NMR. Click on Tax Payments > “ CT-1” >  

  

  

   

Step 2  

Enter a unique check number. (A recommendation is “CT1” and “date” as mmdd). The tax period for CT-1 
taxes will be “ANNUAL” 

   

 
Select the checks in the month that you want to pay. Most of the time this will be all the checks showing. You 
can also “select all”.  
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Step 3 

Click “View Tax Voucher”  

 

Step 4 

Print this worksheet to use with filing with EFTPS and for your records.  
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Step 5   

After printing, close the voucher and click “Assign Tax Payment.”  

 

 
Once you click “OK,” the program generates a debit in the WinStabs checkbook but remember that WinStabs 
isn’t connected to the EFTPS. It does not actually pay your taxes!!! We will do this in the next step.  
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Making your 941 tax deposit with EFTPS 
o To pay taxes, you will need a valid login on the EFTPS and will use your EIN0F2, PIN and password to log 

in. 
o Your EIN will be printed on your voucher. 
o Your four-digit PIN was mailed to you when you initially set your account up. 
o You created your password when you set up your account. 

If you are a new treasurer, this information can be used from your past treasurer, but you will need to update 
your profile on the EFTPS website (http://eftps.gov). 
 
Feel free to use the space below to record your EFTPS login information. 
 
Local #__________________________________ 
 
EIN_____________________________________ 
 
PIN_____________________________________ 
 
Password________________________________ 
 
 
To access the EFTPS site, you can also use the links available in WinStabs NMR.  

 
 
 
 
 
 
 

  

 
2 Employer Identification Number or Tax ID. 
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Once the links page is open, click on the EFTPS icon.  

 

 

Step 1  

• At the EFTPS website, click on “Make a Payment”.  

 

     

Step 2 
 Enter your login credentials, including the Local’s EIN number, PIN & Password, then click on “Login”. 

NOTE: You will never need to use your Social Security number. 
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Step 3  
 In the tax form list box, select “CT-1 Railroad Retirement.”   

 Select “next” 
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Step 4 
 Select “Federal Tax Deposit,” then click “Next”.  
 

 
Note: If you receive a letter from the IRS that shows the Local owes a balance, you would select “Balance due 
on return or notice.” 

 
Step 5 
 Enter the payment amount from our WinStabs voucher and the tax year 
 Pick a settlement date for the transaction, then click “Next” 
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Step 6 
 Enter the FICA and industry portion from your WinStabs voucher and click “Next”.  

  
Step 7 
 Confirm that you entered all the information correctly. Once you are satisfied, click “Make Payment.”  
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Step 8 
 Print your confirmation and attach it to the voucher that you printed from WinStabs NMR.   

 File this in your Local’s records.  
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Reporting Form CT-1 annual tax 
Step 1 
 In WinStabs NMR, click on “Reports”> “IRS CT1” 

 

 

 
 
Step 2 
 Select the year to display > then click on “Open Form”. 

 
Step 3 
 Print the two-page worksheet by clicking the print button in the Report menu ribbon. 
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Using the Form CT-1 worksheet from WinStabs NMR to complete the  
 DO NOT abbreviate the Local name. Enter what will fit on the form. The Local’s name 

should be entered as International Association of Sheet Metal, Air, Rail &Transportation 
XXXX TD along with the address, city, state, and ZIP code. 

 
 
  Line 19 must match the Annual Liability Total on Page 2.  If it doesn’t, a 

fractions of cents adjustment (line 14) is required to make the two amounts 
match. The current version of WinStabs will automatically add this adjustment 

amount to the worksheet. 
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 This total must match Line 19 on Page 1. 

 
Notes: 
 Form CT-1 is dues by February 28th 
 Make sure to use proper year form. 
 Enter the Local’s EIN number and double check it for accuracy 
 On Page 1, the RRB number is 8945. 
 If Line 15 is less than $2,500, do not complete Part 2. 
 After printing out the worksheet to assist with filing CT-1 annual taxes, do not send the worksheet to the 

IRS or to SMART TD. Retain for it for the Local’s records. 
 Review the Form CT-1 Instructions for the mailing addresses for Form CT-1. 
 


