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GENERAL POLICIES . .-\ND PROCEDURES 

CHAPTER 2 

GENERAL POLICIES AND PROCEDURES . 

Authority 
N.J.S.A. 54:5~1. 

Source and Effective Date 
R.2003 d.347, effective July 28, 2003. . 

See: 35 N.J;R. 2164(a); 35 N.J.R. 3847(a). 

Chapter Expirati~n Date 
. . . 

Chapter 2, Gener.al .Policies and· Procedures, expires on J;uly 28; 2008. · 

Chapter Historical Note 
Chapter 2, General Policies and Procedures, was adopted a.~ R.1974 

d.182, effective July 3, 1974, . See: 6 N.J.R. 250(c), 6 NJ.R. 32tl(a) .. 

Subchapter 2 •. Penalties and Interest, was adopted· as -R. 1975 d.284, 
effective September 25, 1975. See: 7 N.J.R. 439(d), 7 N.J,R. 490(b). 

. ' . . 

Pursuant to Executive Order No. 66(1978),. Chapter 2, General 
Policies arid Procedures; expired on .September- 6; 1993, and \\'.BS -
subsequently adopte<I 1!-" new rules by R. l 993 d.542, effective November 
I, 1993. See: 25 N.J.R. 3)07(a), 25 N.J.R. 4927(b). . 

Subchapter ·· 3, · Requir~meiiis for Paynien~ of • Tues by Electronic 
Funds Transfer. was adopted as Rl994 d.63; effective February 7, 1994. 

. See: 25 N.J.R. I078(a), 26 N.J.R. 824(a);. •. · 
. . 

Subchapter 4, Postmark Rule.' was adopted a.'l R.1995 d.609, effective 
December 4, 1995. See: 27NJR3589(a), 27 NJ.R. 4906(b). · · 

Subchapter 5, Refunds. was adopted as R.1996 d.54, effective Febru• 
ary 5, 1996. See: 27 N.).R. 4163(a), 27 N.J.R. 892(a). · 

. . . Subchapter 6, Confidential• ty and Disclosure, Wl!-'l adopted a.~ R.1995 
d.610; effective December 4, 1995. See: 27N.J.R. 3591(a), 27 N.J.R. 
4907(a). · · 

Subchapter 7, Recordkeeping and Retention Requirements, WIIS 
adopted -as R.1997 d:256, effective June 16,. i997, See: 28 N.J.R 
5156(a), 29 N:JR 2706(a), · · · · · · · 

Pursuant to Exe~tive Order No .. 66(1978), Chapter 2, General 
Policies and Procedures, wa.,; readopted a.'l R.1998 d.420, effective JQ!y 
21. 1998. See: 30 N.J.R.1919(b), JON.JR 3066(a). . . . . . 

. . 

Subchapter · 8, Set--off of ·State Vendor. Tax Debt, was adopted as 
R.1998 d.439, effective.Septeinber 8, 1998. See: 30 N.J.R. 1920(a), 30 . 
N.J.R. 3258(a). . ' . . .. 

Subchapter 9, Sale of Tax Indebtedness, was, adopted as R.19.99 d. 
147, effective May 3, 1999. See: 31 N.J;R. 593(a), .31 N.lR. 1205(b). 

Chapter z: . General •. Policies and Procedures, was re11dopted as 
R.2003 d.347, effective July 28, 2003. See. Source and. Effective pate, 
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SUBCHAPTER 1. FORMS 

18:2-1.1 Reproduction of forms 

(a) Subject to conditions and requirements in (b) and (c) 
below, the Director will accept, for filing purposes, repro-
ductions of printed return forms and privately designed and 

. printed and/or computer-generated and computer-prepared 
fonns, in lieu of the official forms printed and furnished by 
the Director. 

(b) In order to be acceptable for filing purposes, privately 
designed and printed and/or computer-generated and com-
puter-prepared forms shall be submitted to the Division of 
Taxation for approval prior to use. The proposed form 
shall be forwarded for consideration by letter to the Di-
rector, Division of Taxation. The Director may, within his 

. or her discretion, approve a form that does not interfere 
with either Division of Revenue or Division of Taxation 
'procedures in any way. If· a reproduction does not meet 
with the Director's approval, an explanation of the areas in 
which the form was found to be · deficient will be enclosed 
with the letter rejecting the reproduction. Approval of a 
reproduction of a tax form shall be valid for one tax year, 
unless neither the official tax form nor the reproduction has 
changed since the year of approval in any. respect other than 
date changes and minor editorial changes, in which case 
approval shall be valid until the tax form or reproduction is 
changed in any other way. The submission of an unap-
proved reproduction shall not satisfy statutory return filing 
requirements. 

( c) In order to be acceptable for filing purposes, repro-
ductions of printed return forms must meet the following 
conditions and requirements: 1 

1: Reproductions must be facsimiles of the complete 
official forms, for the proper tax· period, produced by 
photo-offset, photoengraving, photocopying, computer, or 
other similar reproduction processes. 
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2. Reproduc ions must be on paper of I substantially 
the same weight[ and texture, of a quality at ~east as good 
as that used in toe official form and of any color. 

3. Reproductons must be of the· same sie as that of 
the official form( both as to the overall dimensions of the 
paper and the iiage reproduced thereon. 

4. Format oflpages shall adhere to the fol owing: 

· i. It is pr~ferable that both sides of the paper be 
use.din m.akin~. rep.roductions. However, 1reproduction 
. on one side will be acceptable; 

ii. All repJoductions must result in the same page 
arrangement Js that of the official form an the spacing 
of the printed[ matter on each page and t e fold must 
be the same as on the official form; . 

... s. I b ·f d h . 111. . eparate pages must e astene toget er m 
numerical ord6r; · · 

iv. Ea~h sjparate page must be clearly identified by 
listing at the ~op of the page the taxpaye 's name, the 
Federal identification number and the app opriate New 
Jersey serial number. 

5. The quali~ of the reproduction of the printed 
matter must be[ substantially the same as that of the 
official form, a. nd the filled-in information mist be entire-
ly legible. i 

6. The taxpayer's full and correct name and address 
and the identif)ling number as it appears n the form 
furnished by the )Director must be typed or 19.gibly printed 
on the reproduct~on. I 

7. Reproduc~ion of forms may be made after insertion 
o. ft.he tax co. mpi.itations . and the other requi~ed informa-
tion. However, Ian signatures on forms to ~e filed must 
be original signatures, affixed subsequent to the reproduc-
tion process. I t 

8. The Direc,tor does not approve or di approve the 
specific equipment or process used in reprodhcing official 
forms, but requites only that the reproduced !forms satisfy 
the stated conditions. It should be noted, However, that · 
photostats do not meet all of the above conditions. 

9. The Diredtor does not approve or dijapprove the 
specific writing riledium or style of writing to be used, but 
requires that thJ filled-in information on the reproduced 
form be of goodl quality black-on-white, wit I handwriting 
of satisfactory legibility. 

R.1974 d.182, effectivelJuly 3, 1974. 
See: 6 N.J.R. 250(c), 6 N.J.R. 328(a). 
Amended by R.1999 dJ267, effeclive August 16, 1999. 
See: 31 N.J.R. 1444(a), 31 N.J.R. 2369(a). 

Rewrote (a); . inserted a new (b); recodified fo er (b) as (c), 
deleted ''flat," followihg "reproductions of' in the int 1oductory para-
gnq,h, and ;=rted ', oompu~,." follOMog "phorng•• ;, I. 
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