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Work Opportunity Tax Credits may be claimed 
by any private, for-profit business. Qualified 
“tax-exempt” [501(c)] organizations may claim tax 
credits for the veteran target groups only. The credit 
amounts for “tax-exempt” organizations are different 
than the amounts for “for-profit” organizations. 
(See the instructions for IRS Form 5884-C for 
more details.) There are no limits on the number 
of qualifying new hires or on the total amount of 
credits distributed each year. The credits cannot be 
claimed on previous employees, relatives, domestic 
employees, or on wages federally subsidized by  
on-the-job training programs.

For most of the target groups, the federal tax 
credit is 40% of the first $6,000 in wages, for a 
maximum credit of $2,400 each for employees 
that work at least 400 hours. If the individual 
separates before working 400 hours, but has 
worked at least 120 hours, the credit is 25% (up 
to a maximum credit of $1,500).

For youths hired as summer employees 
between May 1 and September 15, and who 
live in an Empowerment Zone*, the tax credit is 
40% of the first $3,000 of wages, for a maximum 
credit of $1,200 for employees who work at least 
400 hours. If the youth separates before working 
400 hours but has worked at least 120 hours, 
then the credit is 25% of the first-year wages (up 
to a maximum credit of $750).

The tax credit for Disabled Veterans is 
calculated at 40% of the eligible employee’s 
first $12,000 in wages for the first year (up to 
a maximum credit of $4,800) if 400 hours of 
employment is reached. For employees who 
work at least 120 hours, but less than 400 hours, 

the credit is calculated at 25% of the employee’s 
first $12,000 in wages for the first year (up to a 
maximum credit of $3,000).

The tax credit for the Disabled Veteran with 
Six Months of Unemployment is calculated at 
40% of the eligible employee’s first $24,000 in 
wages for the first year (up to a maximum credit 
of $9,600) if 400 hours of employment is reached. 
For employees who work at least 120 hours, but 
less than 400 hours, the credit is calculated at 
25% of the employee’s first $12,000 in wages for 
the first year (up to a maximum credit of $3,000).

The tax credit for Unemployed Veteran with 
Six Months of Unemployment is calculated at 
40% of the eligible employee’s first $14,000 in 
wages for the first year (up to a maximum credit 
of $5,600) if 400 hours of employment is reached. 
For employees who work at least 120 hours, but 
less than 400 hours, the credit is calculated at 
25% of the employee’s first $14,000 in wages for 
the first year (up to a maximum credit of $3,500).

The Long Term Family Assistance 
Recipient Target Group is eligible for a  
two-year program that provides businesses 
tax savings up to $9,000 per eligible long-term 
Temporary Assistance for Needy Families 
(TANF) recipient hired. The first-year credit is 
equal to 40% of the first $10,000 in qualified 
wages (up to a maximum credit of $4,000). The 
second year’s credit is 50% of the first $10,000 
in qualified wages (up to a maximum credit 
of $5,000). The employee must work and be 
retained for a minimum of 400 payroll hours for 
the employer to receive the full tax credit.

Work Opportunity Tax Credits

*See page 8 for details.
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A veteran who has been unemployed for at least 
four weeks within the 12-month period ending on 
the date of hire.

UNEMPLOYED VETERAN (LONG-TERM)
A veteran who has been unemployed for at least six 
months within the 12-month period ending on the 
date of hire.

VOCATIONAL REHABILITATION:
A disabled person who:

 ● Has an Individual Plan for Employment (IPE) 
from a state agency or the U.S. Department of 
Veterans Affairs open before the date of hire or 
has a date of hire within two years of the IPE 
closing date; or

 ● Holds a “Ticket to Work” that is referred by a 
rehabilitation agency approved by the state, an 
employment network under the Ticket 
to Work program or the Department 
of Veterans Affairs.

EX-FELON:
An ex-felon who was convicted or 
released from prison (or is participating in a Work 
Release program) within the 12 months ending on 
the date of hire.

SUPPLEMENTAL SECURITY INCOME:
A person who received Supplemental Security 
Income (SSI) for any month within the last 60-day 
period ending on the date of hire.

LONG-TERM TANF RECIPIENT:
 ● A member of a family that received Temporary 
Assistance for Needy Families (TANF) benefits 
for at least 18 consecutive months ending on the 
date of hire, or

 ● A member of a family that received TANF benefits 
for any 18 months beginning after August 5, 
1997, and is hired within two years after the date 
of the first 18-month period is reached, or

 ● A member of a family whose TANF eligibility 
expired under a Federal or State law after August 
5, 1997, and is hired within two years after this 
eligibility expired.

TANF RECIPIENT:
A member of a family that has received 
Temporary Assistance for Needy 
Families (TANF) for any nine months 
during the 18-month period ending on 
the date of hire.

FOOD STAMPS RECIPIENT:
An 18- to 39-year-old that is:

 ● A member of a family that received food stamps 
for the last six months ending on the date of hire; 
or

 ● An able-bodied adult without dependents who 
ceases to be eligible due to failure to meet the 
work requirements of the Food Stamp Act and 
who received food stamps for only three months 
out of the last five-month period ending on the 
date of hire.

DESIGNATED COMMUNITY RESIDENT:
An 18- to 39-year-old resident of the federally 
designated Empowerment Zones located in urban 
St. Louis; or, a resident of a Rural Renewal county.

SUMMER YOUTH:
A 16- to 17-year-old Empowerment Zone resident 
hired between May 1 and September 15.

FOOD STAMPS VETERAN:
A veteran who is a member of a family receiving 
food stamps for any consecutive three months 
during the 15-month period ending on 
the date of hire.

DISABLED VETERAN:
A disabled veteran who is entitled to 
compensation for a service-connected 
disability (10% or greater) and who has a date of 
hire that is not more than one year after having 
been discharged or released from active duty in the 
U.S. Armed Forces.

DISABLED VETERAN UNEMPLOYED 
FOR SIX MONTHS:

A disabled veteran who is entitled to compensation 
for a service-connected disability (10% or greater) 
and who was unemployed for at least six months 
within the 12-month period ending on the date of hire.

UNEMPLOYED VETERAN (SHORT-TERM)

Your Business Could Qualify When You Hire from 
These Target Groups:
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1.

1. Get the forms 
IRS Form 8850 and its instructions can be found on pages 9–14 of this packet. Please feel to tear this 
form out and make as many copies as you need. You also can visit either one of the following websites 
to download the needed forms: www.doleta.gov/business/incentives/opptax/or www.IRS.gov (IRS 
Form 8850 and Instructions). You also can call toll free (800) 829-4933. 

2. Screen your applicants 
Use the IRS Form 8850 to screen all applicants for potential target-group membership. The IRS requires 
that you do this on (or before) the day that you offer the job. Therefore, the “Gave Information” date 
(page 10) must be on or before the “Was Offered Job” date. We suggest that you type in all your 
information, such as company name, address, etc., and then duplicate the form. The signature must be 
original and the rest of the company information can be copied. This will save time filling in that same 
information for each applicant. Add this form to your application packet or similar materials an individual 
might complete when applying for a job with your company. IRS Form 8850 does not ask the applicant to 
identify which target group he/she belongs to. Applicants just check boxes 2 to 5 if any of the statements 
apply to them. If the applicant does not mark anything, STOP, and DO NOT mail the form to us. 

3. Go through your normal hiring process 
If you hire someone that checked a box on the IRS Form 8850, have this new employee complete the 
ETA Form 9061 Individual Characteristics Form (ICF), which can be found on pages 15–18 in this book. 
This form asks new employees to identify the target group to which they belong. 

4. Review the forms 
Check the two forms to be sure they are legible and complete. Check the ETA Form 9061 to be sure a 
target group is indicated. Often, an applicant may feel that one of the statements on the IRS Form 8850 
does apply to them, but feels that the more detailed statement on the ETA Form 9061 does not exactly 
apply. When this occurs, STOP, and DO NOT mail the forms to us. 
The IRS requires the forms to be postmarked by the 28th day after the employee’s start date. 
Like other IRS filing deadlines, we check the postmark date to prove the filing deadline was met. The 
only exception to the 28-day filing requirement is if the 28th day is a Saturday, Sunday, or Federal holi-
day. We can then accept a postmark of the next business day.

Business Process - 5 Easy Steps

Sign and mail the completed, original forms to us
Mail the forms to:
 Attention WOTC 
 Division of Workforce Development 
 P.O. Box 1087 
 Jefferson City, Missouri  65102-1087
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Division of Workforce Development Procedures
When we receive your forms, we immediately compare the 
postmark date and the job-start date. We also check for 
employee and employer signatures.

The Application/Forms will be denied without exception if:
 ● The filing deadline is not met, and/or
 ● Signatures are missing.

If we get timely forms with original signatures, we will check state 
government records to verify your employee was a member of a 
target group indicated on the ETA Form 9061.

If we find your employee meets the eligibility guidelines, we will send you the Employer Certification letter 
that you or your accountant will need to claim the credit.

If we find your employee does not meet the eligibility guidelines, we will send you a denial letter stating 
the reason the application was denied.

If we don’t have enough information to make a determination of eligibility, we will send you a letter 
requesting additional information.

Proof of Eligibility (Documentation)
If your employee indicates eligibility for:

 ● TANF Target Group

 ►No proof is needed.

 ● Food Stamp Target Group

 ►No proof is needed.

 ● SSI Target Group

 ► Please ask the applicant to provide you with a letter 
from the Social Security Administration (SSA) showing 
Supplemental Security Income (SSI) benefits received. 
Once you receive a copy, mail it to us (at the address on 
the back cover) so that we can determine the applicant’s 
eligibility.

 ● Vocational Rehabilitation Target Group

 ►No proof is needed, if the services were provided 
by the State of Missouri. We do need proof from you 
if the services were provided by the Veterans Administration or another state. A letter from the Vocational 
Rehabilitation Counselor giving the Individual Plan for Employment (IPE) date (which must be before the hire 
date) will work as proof.

center
A proud partner of the network®
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 ● Empowerment Zone or Rural Renewal County resident.

 ►We can usually get proof of age and address from the records we have access to.  If we can’t get the 
information, we will notify you. The ETA Form 9061 Instructions give a list of acceptable forms of proof.

 ● Veteran Target Groups

 ►We need a copy of the applicant’s DD-214 or other form of discharge papers. For a disabled veteran, we will 
also need proof of disability from the U.S. Department of Veterans Affairs (VA).

 ● Ex-Felon Target Group

 ►We can get the conviction and release information for the State of Missouri. If the case involves a federal 
conviction or Suspended Imposition of Sentence (SIS), please have the applicant supply the information 
and then mail it to us (at the address on the back cover). A letter from a probation or parole office giving the 
conviction date and release date will be accepted as proof.

 ● Long Term Family Assistance Recipient

 ►No proof is needed.

Accounting Process
You can claim the Work Opportunity Tax Credit by filing the IRS Form 5884 (or IRS Form 5884-C for tax-
exempt organizations). The sample form can be found on page 14 of this guide. If you have any questions 
concerning the accounting processes, please call your local IRS Office or, toll free, IRS Telephone 
Assistance for Businesses: (800) 829-4933, Monday–Friday, 7am–10pm, your local time.

Records Retention 
The WOTC records, including application, pertinent forms, and supporting documentation, should be 
retained by the employer for five (5) years from the date of the written Certification from the State Workforce 
Agency (SWA). Revoked or denied Certifications must be retained for at least one (1) year, but longer if 
further action or an appeal is pending. This time period conforms to the IRS “record retention required” for 
employment taxes, which specifies that records be kept for four (4) years after employment taxes are due.

Designating a WOTC Agent 
If you wish to authorize an intermediary, such as an accountancy firm or a management consultant, to act 
on your behalf in the WOTC certification process, you must provide to the State Workforce Agency (SWA) a 
notarized Power of Attorney. IRS Form 2848, “Power of Attorney and Declaration of Representative,”  may 
be used for this purpose.

Penalties and Reviews 
There are some possible perjury penalties for 
misrepresentation. The law provides for a fine and/
or imprisonment for making false statements or 
withholding facts. In addition, the State Workforce 
Agency (SWA) is required to take corrective action, as 
appropriate, for those employers or employees who 
misrepresent information on the WOTC forms.
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Rural Renewal Counties:     
Atchison—Carroll—Chariton—Clark—Holt—Knox

Mississippi—New Madrid—Pemiscot—Worth

Residents of Empowerment Zones 
and Rural Renewal Counties

Missouri has a federally designated Empowerment Zone and 10 Rural Renewal Counties (please see list 
below). An individual must live in one of these areas and meet the age requirements to qualify. Please 
check the HUD website to verify that the individual is part of the Empowerment Zone target group. For 
Empowerment Zone inclusion only, you should check the individual’s address on the Internet at: 
http://egis.hud.gov/egis/cpd/rcezec/ezec_open.htm or call toll free (800) 998-9999.

Empowerment Zone:
St. Louis, MO—East St. Louis IL

In Missouri, the Empowerment Zone comprises 
federally designated, highly distressed urban 
areas of St. Louis, MO, and East St. Louis, 
IL, that have experienced poverty or high 
outmigration. Empowerment Zones are defined 
by U.S. 
Census 
tracts, not by 
Zip Codes or 
city/county 
boundaries.

Ã
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Sample IRS 5884 (with instructions) 
Work Opportunity Tax Credit

You must use the correct IRS Form 5884 for the current tax year. (For 
example, filing in calendar year 2013, you must use the form for tax year 
2012.) This form is available online from the IRS at 
http://www.irs.gov/formspubs/

Sample IRS 5884-C (with instructions) 
Work Opportunity Tax Credit 

for Qualified Tax-Exempt Organizations 
Hiring Qualified Veterans

This is a WOTC form revised in January 2013. You must use the correct 
IRS Form 5884-C for the current tax year. (For example, filing in calendar 
year 2013, you must use the form for tax year 2012.) This form is 
available online from the IRS at http://www.irs.gov/formspubs/

SAMPLE

SAMPLE
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MAIL THE ENCLOSED FORM TO:
WOTC 

 Missouri Division Of Workforce Development  
P.O. Box 1087 

Jefferson City, Mo 65102-1087  
(800) 877-8698 • Wotc@Ded.Mo.Gov

For additional information about Missouri Division of Workforce Development services, contact a Missouri Career Center near you. Locations and additional 
information are available at jobs.mo.gov or 1-888-728-JOBS (5627). Missouri Division of Workforce Development is an equal opportunity employer/program. 
Auxiliary aids and services are available upon request to individuals with disabilities. Missouri TTY users can call (800) 735-2966 or dial 7-1-1.

This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration.  The product was 
created by the contracting agency and does not necessarily reflect the official position of the U.S. Department of Labor.  The Department of Labor makes no 
guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, 
but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.  This product is 
copyrighted by the institution that created it.  Internal use by an organization and/or personal use by an individual for non-commercial purposes is permissible.  
All other uses require the prior authorization of the copyright owner.
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