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Before We Begin

Session is being recorded. Submit your questions anytime. Download the Handouts
Vendor Team Training Pass We will save for the Q&A
Members Only. session during the last 15 min
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An accounts payable speaker, consultant, and trainer with
over 20 years of experience in AP, AR, general ledger, and
financial reporting for Fortune 500 companies including
Verizon, General Motors and Aramark.

For ten years, | have focused on Accounts Payable including
Global Vendor Maintenance and implemented a vendor self-
registration portal for 140k+ active vendors across five ERPs.

Now | work with AP teams to implement authentication
techniques, internal controls and best practices to prevent

fraud in the vendor master file.

| have weekly blog and host a podcast: “Putting the AP in
hAPpy”.
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All rights reserved. No part of this publication may be reproduced, distributed, or transmitted in any form or by
any means, including photocopying, recording, or other electronic or mechanical methods, without the prior
written permission of the publisher, except in the case of brief quotations embodied in critical reviews and certain
other noncommercial uses permitted by copyright law. For permission requests, write to the publisher, addressed
“Attention: Permissions Coordinator,” at the address below.

Debra R Richardson, LLC
12324 E 86th St N #438, Owasso, OK 74055
www.debrarrichardson.com
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The information included in this non-official
guide should not be interpreted as legal or tax
advice. Please consult with your legal counsel or

tax professional as needed.

-Debra R Richardson, LLC
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- W=9 Request for Taxpayer Give Form to the
Fev. Ostober 2018) Identificatlon Number and Certlfication requester. Do not
Department of the Treasury ) ~ X . ) send to the IRS.
Intemal Revanue Sevics * Go to www.irs.gov/Form W2 for instructions and the latest information.

1 Name (5 ShOWN on YOUT NGO fax retLm). Name Is raguired on this in; do not eave tis (ne Dk

2 Business name/disragarded entity name, If different from above

3 Check spproprate box for federsl tax classifcation of the parson whose name |s entenad on Ine 1. Check only one of the | 4 Exemptions (codss apply only o
Tollowing seven boxes. ceriain anttties, not individuals; see

Instructions on page 3§

[ inaivicusvscie proprigtor e~ L © Corporation [ s Corporaion [ Partnarsnip [ Trustrestate

single-member LLC Exempt payee code |1 any)
[C] uimitedt Basiiity compeny. Enter the tax classification (C-C corporation, S~ corporaiion, P-Partnershig) b
Note: Creck e approp Intne for the tax of the singh iner ownier. Do not check | Examption from FATCA raparting

LLC If the LLC Is Classifiad as 3 single-member LLC that s disregarded from the owner LSS tha owner of the LLC 1S .
mmmsmuwmmmmmusmnpmonuw,eagnge—mmnerl_l.cmst code {it anyy
s disregarded trom the cwner should £hack the b tor the s owrier.

[ otner (see Instructions) » (Appiies o accounts muin e cutids e LG

5 AGIrEss (Umier, strest, &nd apt. or sulbe no.) See Instrucions. Requastars name and address (optiona)

Print or type.
Ses Specific Instructions on page 3.

& City, stae, and ZIF code

7 LIt SCO0UnT MUMDEnS) hars [Opiona]

mn Taxpayer ldentihication Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 fo avoid Soclal securtty number

backup withholding. For individuals, this is generally your social security number (S8N). However, for a

regsident alien, sole proprictor, or disregarded entity, sea the instructions for Part |, later. For other ‘ ‘ | - ‘ | —‘ ‘ | ‘
enfities, it is your employer identification number [EIN]. i you do not have a number, s=e How fo geta

TIN, later. ar

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and Emplayer identification number
MNumber To Give the Requester for guidelines on whose number to enter. ‘ ‘ | ‘ ‘ ‘ ‘ ‘ |

Certification

Under penalties of perjury, | cartify that-

1. The number shown on this form is my comect taxpayer identification number {or | am waiting for 8 number to be issusd to mej; and

2.1 am not subject to backup withholding becauss: (a) | am exempt from backup withholding, or (b} | have not been notified by the Intemal Revenue
Service (IRE) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or i) the IRS has notifisd me that | am
no longer subject to backup withholding; and

3. lam a U5, citizen or other U_S. person (defined below); and

4. The FATCA codels) entered on this form {if any) indicating that | am exempt from FATCA reporting is comact.

Certification instructions. You must cross out item 2 sbove if you heve been notified by the IRS that you sre cumently sl.bp.':t fo backup withholding because

you have failad to report all interest and dividends on your tax retumn. For resl estete fransactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt. contributions to &n individual retirement arrangement (1AA), and generally, payments

other than interest end dividends, you are not required to sign the certification, but you must provide your comect TIN. See the instructions for Part 11, later.

Sign nature of
Here n.permnb

Date®

General Instructions
Section references are to the Internal Revenue Code unless otherwise
nioted.

Future developments. For the latest information about developments
related to Form W-2 and its instructions, such as legislation enacted
after they were published, go to www.irs. gow/Form Ve,

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct ta<payer

number (TIN) which may be your social secarity number
(S8N), individual taxpayer identification number (ITIN), adoption
tacpayer identification numbear (ATIN), or employer identification number
(EIN), to report on an information retum the amount paid fo you, or other
amount reportable on an information return. Examples of information
refums include, but are not limited to, the following.

= Form 1000-INT {interest samed or paid)

* Form 1098-DIV {dividends, including those from stocks or mutual
funds)

* Form 1098-MISC jvarious types of income, prizes, awards, or gross
proceads]

* Form 1099-B (stock or mutusl fund sales and certain other
transactions by brokers)
* Form 1099-5 (proceeds from real estate fransactions)
* Form 1098-K [merchant card and third party network transactions)
* Fomm 1098 (home mortgage intersst), 1098-E (student loan interest),
1088-T {tuition)
* Form 1099-C (canceled debt)
» Form 10:20-A {scquisition or sbandonment of sacured property}

Usa Form W-0 only i you are a U.S. person (including a resident
alien), to provide your comect TIM.

If you do mot return Form W-8 to the requester with a TIN, you might
be subject to backup withhoiding. See What is backup withholding,
Iater.

Cat No. 102X

rorm W-9 [Rav. 10-2018)

© 2021-2022 Debra R Richardson All rights reserved

IRS Form W-9 =1

Putting the 47 in h#7py®

\ersion: October 2018 ~———

O

Purpose of Collection
* Asan US entity who is required to file an information return with the Internal Revenue Service (IRS), you
must obtain your vendor’s correct Taxpayer Identification Number (TIN) which may be their Social Security
Number (SSN), Individual Taxpayer Identification Number (ITIN), Adoption Taxpayer Identification Number
(ATIN), or Employer Identification Number (EIN), to report on an information return the amount paid to a
vendor, or other amount reportable on an information return. Payee may enter “Applied For” if they do not
currently have a TIN but have applied.

Taxpayer ldentification Numbers

* Social Security Number (SSN) 999-99-9999 - A SSN is a nine-digit number that the U.S. government issues to all
U.S. citizens and eligible U.S. residents who apply for one.

* Individual Taxpayer Identification Number (ITIN) 999-99-9999 - An ITIN is a nine-digit number issued by the IRS to
individuals who are required for U.S. federal tax purposes to have a U.S. taxpayer identification number but who
do not have and are not eligible to get a Social Security Number (SSN).

* Adoption Taxpayer Identification Number (ATIN) 999-99-9999- An ATIN is a nine-digit number issued by the IRS as
a temporary taxpayer identification number for the child in a domestic adoption where the adopting taxpayers do
not have and/or are unable to obtain the child's Social Security Number (SSN).

* Employer Identification Number (EIN) 99-9999999- An EIN is a nine-digit number, is also known as a Federal Tax
Identification Number and is used to identify a business entity.

Other Information

e Certified TIN not required for 1099-NEC / 1099-MISC payments.

*  When asignature is required by the IRS, accept Handwritten signature only.

e If a W-9 with no signature or date is accepted, date stamp the W-9 the date when received.
*  The IRS Form W-9 does not expire.

* Vendors that provide Goods only are not reportable.

Page 9
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Request for Taxpayer
Identificatlon Number and Certiflcatlon
Depertment of the Treasury

Intemal Revanue Sevics * Go to www.irs.gov/Form W2 for instructions and the latest information.
1 Name (55 ShoWN On YoUr INCOMe LA returm). Name Is raguired on this ins; do not ieave tis ine Diank.

Farm w-g

(Rev. October 2018)

Give Form to the
requester. Do not
send to the IRS.

IRS Form W-9
Version: October 2018

2 Business name/disraganded entity name, If different from above

3 Check spproprate box for federsl tax classifcation of the parson whose name |s entenad on Ine 1. Check only one of the | 4 Exemptions (codss apply only o
Tollowing seven boxes. ceriain anttties, not individuals; see

Instructions on page 3y O
O mawiouawsoie proprstorer L © corporaton [ s corporation [ Parinersnip [ Trustrestate
single-member LLC Exsmpt payee code (T any)
[T Limited n=piity compeny. Enter the tax classiication (C-C cOPOrEton, S-S COpOraton, P-Parnersnip) b
Note: Cneck e appro Intne for the tax ¢ af the single-member awner. Do nof Ccheck | Bramption from FATCA raparting

LLC I the LLC I ciassifiad as a singie-member LLC that I disregarded rom the owner Lnless the owner of the LLC s . . . . .
e Lt e et o e e o e g o L SR When the W-9 is Required to be Certified/Signed
[ otner (see Instructions) » Aapites fo sccouns muinisiec cutzick e (15
5 ACdress (numizar, street, &nd apt. or sulte no.) See Instrucions. Requestars namea and address [options)

Print or type.
Ses Specific Instructions on page 3.

* Interest accounts — Bank Interest (1099-INT)
T Sooe RS e o] * Dividend Accounts (1099-DIV)

& City, stae, and ZIF code

* Barter Exchange Accounts (1099-B
En Taxpayer ldentihication Number (TIN) g ( )
Enti TN in the iate box. The TIN ided it match the i line 1 % id ¥ numBer -
e B B e T oo *  Broker Accounts (1099-B)
regsident alien, sole proprictor, or disregarded entity, sea the instructions for Part |, later. For other ‘ ‘ | - ‘ | —‘ ‘ | ‘ L. . .
entities, it is your employer identification number (EIN). f you do not have a number, ses How o geta ° Orlglﬂal issue Discounts (1099’O|D)
TIN, later. ar
MNote: i the account is @ than . the instructi for li 1. Al What Name and [Employer identification number . i -

o 1 e Scouumt s 11 e e o neres, aee the sucions o e 1. Al e e Patronage Dividends (1099-PATR)

‘ ‘ _| ‘ ‘ ‘ ‘ ‘ | * Real Estate Transactions (1099-S)

200 Certification

Under penafties of perjury, | cartiy that * Collection During “B” Notice Process
1. The number shown on this form is my comect taxpayer identification number {or | am waiting for a number to be issued to me); and
2.1 am not subject to backup withholding becauwss: (a) | am exempt from backup withholding, or (b | have not been notified by the Intemal Revenue ) US Compan\/ Payments Subject to FATCA RUIeS

Service (IRE) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or i) the IRS has notifisd me that | am
no longer subject to backup withholding; and
3. lam a U5, citizen or other U_S. person (defined below); and
4. The FATCA codefs) entered on this form {if any) indicating that | am exempt from FATCA reporting is comect.
Certification instructions. You must cross out item 2 sbove if you heve been notified by the IRS that you ere cumently subject to backup withholding because
you have failad to report all interest and dividends on your tax retumn. For resl estete fransactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of sscured property, cancellation of debt, contributions to &n individual retirement arran RA), and generally, payments
other than interest end dividends, you are not required to sign the certification, but you must provide your comect TIN. See the instructions for Part 11, later.

IRS Resources

Sign ‘Signature of . . .
us. person > Dater * Internal Revenue Service (IRS) - Publication 1220
GenGr'al Instructions ;;Q?‘IQQQ—DN {dividends, including these from stocks or mutual .

Section references are to the Internal Revenue Code unless otherwise
nioted.

Future developments. For the latest information about developments
related to Form W-2 and its instructions, such as legislation enacted
after they were published, go to www.irs. gow/Form Ve,

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(B8N}, individual texpayer identification number (ITIN), adoption
tapayer identification number (ATIN), or employer idzntification number
(EIN), to report on an information retum the amount paid fo you, or other
amount reportable on an information return. Examples of information
refums include, but are not limited to, the following.

= Form 1000-INT {interest samed or paid)

* Form 1098-MISC jvarious types of income, prizes, awards, or gross
proceads]

* Form 1099-B (stock or mutusl fund sales and certain other
transactions by brokers)
* Form 1099-5 (proceeds from real estate fransactions)
* Form 1098-K [merchant card and third party network transactions)
* Fomm 1098 (home mortgage intersst), 1098-E (student loan interest),
1098-T (fuition)
* Form 1099-C (canceled debt)
» Form 10:20-A {scquisition or sbandonment of sacured property}

Usa Form W-0 only i you are a U.S. person (including a resident
alien), to provide your comect TIM.

If you do mot return Form W-8 to the requester with a TIN, you might
be subject to backup withhoiding. See What is backup withholding,
Iater.

Internal Revenue Service (IRS) = Form W-9 / Instructions

Cat No. 102X

© 2021-2022 Debra R Richardson

rorm W-9 [Rav. 10-2018)

All rights reserved
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[Fleu October 2018) . Gt 298 Identification Number and Certification Figuisten, Do not
Department of the Treasury Caparimant of e Treasry A 1o the RS,

Revenue Sarvica 1 Folir il Dimsh Sieven B e 0 i g e WD) e i eticefin il Ui latadt ik I
1 Nama (a5 Shown on your Incom B 6 P 1 puF ATl LR W) MR S FRCiinie) O DTS 1P, 50 FOL i D 1P Dl

John Doe
2 Business namevdisragarded ani

sl oo st onky 53

- W=9 - w_g Request for Taxpayer Give Form to the I n d IVI d u a |/SO e Putting the 47 in h#7py®
_ | Proprietorship/Single-
S i i e o Member LLC

Mote: Check e appropriate Dox in the ine above for the tax classincation of the single-member owner. Do ot Check | Examption from FATCA raparting
LLGC I the LLC Is classified &= a single-memper LLC that IS disregarded from the owner uniess the owner of the LLC s

Prirt or type.
Ses Specific Instructions on page 3.

anather LLC that s not disregarded from the owner for LS. federsl ta pUrposss, Othanwse, & sings-member LLC mat| ©202 T any)
Is disreqarded from the owner should check the appropriate box for the fax classcation of Its owner.
[] Otmer (=22 Instructions) » epiies o seeounts muiniminec cutrice fa L5
& Address {numiber, streat, and apt. or sutte no.} See Instruciions. Requestar's name and addrass {optional) O
123 Anywhere Street

e — IRS Guidelines

7 LISt account number) e [opiona)

ESII Taxpayer identification Number (TIN) — * Asole proprietor (Individual/Single-Member LLC) must always use his/her individual name as the legal
Enter your TIN |n|lhe?lropnatlabm The TIH promdacl nustmmﬂ'nemgmennnllnellomld security ni name Of the business for |RS purposes,

?ﬁ-%nm%gw;ﬁmSomal Secunty'_l'iumber (SSN} or, 1‘:‘3‘ - 4‘5‘ —‘ GH n|9
e Employer Identification Number, (EIN) r __
Note o sccount s n PRGRARREE ey Be' Ent‘é'?'é?ﬂmw TT%TT 3"“‘:“"" 5“5‘7‘n|g e |RSTIN MATCH / NAME CONTROL:

* The hyphen (-) or a blank space are the only special characters allowed.

* Disregarded Entity/DBA may be entered if the invoice is in a name different than the legal name on Line 1.

g

Certification

Under panalies of perjary, | certfy that- N y , * When an individual’s two last names are hyphenated, the name control is the first four
1. The number shown on this form is my comect taxpayer identification number {or | am waiting for 8 number to be isswsd to mej; and

2.1 am not subject to backup withholding because: (g) | t from backup withholdi {b} | have not been notified by the Intemal Reven .

S:rmw;ﬂs%]ﬁlama:&mtuzaggpwm:zldﬁ'ig:::::smulalalluretgmpud dlmordawﬁand&w(c]hlﬂshunmrﬁad me that | am characters of the first last name.

o longer su backup withhalding; and ) : :
3.1ama US. citizen or other US. person (dfined below); and * Payee may enter “Applied For” if they do not currently have a TIN but have applied.
4. The FATCA code{s) entered on this form (if any) indicating that | am exempt from FATCA reporting is comect. . o . .
Certification instructions. You must Cross out itsm 2 shove if you heve been notfied by the IRS that you sne cumently subjact to backup withhalding because *  BACKUP WITHHOLDING: Not Exempt —Backup Withhold 24% if TIN not received before first payment.
you have failed to report all inferest and dividends on your tax return. For real estete transactions, item 2 does not apply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement [IRA), and generally, payments ° REPORTABLE YeS
other than nterest and dividends, you ars not required to sign the certification, but you must provide your comact TIN. See the instructions for Part [, later. .
Sign armer | WWet or; Digital Signature Required . Date Best Pra Ctlces
General |nstructl0ns * Form 1099-0IV {dividends, inchuding those from stocks or mutual

funds) . . . . .

Saction references are to the Intermal Revenue Code uriess otherise -anﬂ:]!QQ—MlSG[vuiuualypeao‘fimm, prizs, awards, or gross * Collect and retain W-9 from all Individuals, Sole Proprietors and Single-Member LLCs as due diligence support.
B e e et o cbTent * Form 1099-8 (stock or mutusl fund ssles and certain ofher e For Husband and Wife, circle the name of the payee whose Social Security Number is entered on the form.

transactions by brok:
after they were published, go to www. irs.gowFormiVg. = by =)

* Form 1080-5 (procesds from real estate tranaactions) H H H
Purpose of Form P 105K o card ot third pety o) * Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP
tcrmaton reum Wit the IS et obtan your corec tepoyer e e oo merigege MSTES, 1098-E (student oan iniere=t) e |If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of invoices in the
number (TIN) which may be your social security numbser = Form 1099-C (canceled debt)
e e T i et DBA name
, to report retu t fo you, ormi only if you are a person [ncluding a . . e .
ot reorable on s nfotmaton reumn. Excrmplee of bioretion dlen), o provide you comect TIN. * Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)
retums include, but are not limited to, the following. I you do not return Form W-8 to the requester with a TIN, you might
- -] i be " bac ithholding. See What is backup withholding, . M
e G Biggest Mistakes Vendors Make
Cat No. 10231% Fom W-9 Rev. 10-2018)

* They do not enter the DBA Name that will be submitted on the Invoice (invoice won’t post)

* They enter the DBA Name as the Legal Name (/RS TIN won’t match)

e For Husband and Wife —no name is circled (whose SSN?) Page 12
© 2021-2022 Debra R Richardson All rights reserved » Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)



- W-9 Request for Taxpayer Give Form 1o the
e, Octaber 5018) Identification Number and Certiflcation requester. Do not
Depertment of the Treasury X ~ X ) . send to the IRS.
Intemal Revemua Senvice * Go to www.irs.gov/FormW3 for instructions and the latest information.

Doe Lawn Service Inc

1 Nama (=5 Shown ©n YoUT NGO taX resum). Name 15 raquirad on this Ine; do nat iaawe tis Ine biank.

2 Busginess namesdisre~ e ~niity nar, If different from above
Doe Fertizier L JPtiONAI

Toliowing sevan baxes

singls-member LG

Note: Check e appropriate box In for the tax cl

O inatvicusvsce propristor or (2] © corporation [ & coperation [ Parnersnip [ Trustrestate

[] umited nesitty compeny. Enter the tax classification (C-C corporation, S-S corporation, P-Partnersnig) &

[ otner (s2e Instructions) »

LLC If the LLC Is classified a5 3 single-memiber LLC that Is disregarded from the owner uniess the owner of the LLC s
ancther LLC that Is not disregarded from the owner for U.S. federal fax purposes.
Is disregarded from the owner should chack the appropriats bos for the tax classieation of It owner.

amappmpﬂare ‘Hmmmuwmmnmlsmmmm Cneck only one of the | 4 EXemptions (codes spply only to

certaln entties, not Indlviduals; see
Instructions on page 3

Exempt payee code (1 any}

1 of the single-member owner. Do not check | Examption trom FATCA raporting
Otharsise, a singis-member LLC mat| 00 [T any)

i fo accoun s meinimne outzide e (5]

& Address (numier, strest, and apt. or sulte no.) See Instrucions.
123 Anywhere Street

Print or type.
Ses Specific Instructions on page 3.

Requestar's name and address joptional)

6 Clty, stai=, and ZIP coda
Any City, Any State 99999-0000

7 LISt SCooUNTE nUmDers) hars [optiona)

IEZ30  Taxpayer Identification Number (TIN]

Enter your TIN in ¥»= apprrnrigte box The TIN reided ey,

backup withhold Employer Ident|fcat|t;n Number (EIN) yerfora .
anhhas naymammust BE Entered}anum TEEs o geta ‘ ‘ ‘

Nmuelfthaac-c'.cl.rma in mors than ona name, see the inaructions for line 1. Also see What Name and [Emplayer identification number
Number To Give the Requester for guidelines on whosa number to enter.

giver ~n Fino 1 {0 avoid Socal security number

m Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification number or | am waiting for 8 number to be issued to mej; and
2.1 am not subject to backup withholding because: (8} | am exempt from backup withholding, or (b} | have not been nofified by the Intemal Revenus
Service (IRS) that | am subject to backup withholding as a result of a feilure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. 1am & U.5. citizen or other 1.5, person {defined below]); and

4. The FATCA codefs) entered on this form (if any) indicating that | am exempt from FATCA reporting is comect.

Certification instructions. You must cross out item 2 sbowe if you heve been notified by the IRS that you are cumently subject fo backup withholding because
you have failed to repart all interest and dividends on your tax retumn. For real estate fransactions, item 2 does not epply. For mortgags interest paid,

acquisition or abandonment of secured property, cancellation of debt, comtributions to an individuweal retirement

and generally, payments

: er - ; oot : amangement [FA).
other than nterest and dividends, you are not required to sign the certification, but you must provide your comact TIM. See the instructions for Part I, later.

ﬁ?,:; S \WWet or D|g|tal Signature, Requwed

Date

Date®

General Instructions
Section references are to the Intermal Revenue Code unless otherwise
nioted.

Future developments. For the |atest information about developments
related to Form W-0 and its instructions, such as legislation enacted
after they wers published, go to www.irs.govw/Form Ve,

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(55M), individusl taxpayer identification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification numbser
(EIN}, to report on an information retum the amount paid o you, or other
amount reportabls on an informeation return. Examples of information
retums include, but are not limited to, the following.

= Form 1028-INT (interest eamed or paid)

» Foom 1098-DIV (dividends, including those from stocks or mutual
funds)

= Form 1099-MISC (verious types of income, prizes, awards, o gross.
procesds)

» Formi 1099-B (stock or mutual fund esles and certain other
transactions by brokers)
» Formi 1099-5 procesds from real estete transactions)
* Foom 1098-K jmerchant card and third party network transactions)
= Form 1098 (home mortgage interest), 1096-E (student loan interest),
1098-T {fuition)
* Form 1099-C (canceled debt)
» Form 103-A (acquisition or sbandonment of secured property)

Itse Form W-9 only if you are a LS. person (including a resident
glien), to provide your comect TIM.

If you do not return Farm W-3 to the requester with a TiN, you might
be subjact to backup withholding. See What is backup withholding,
Iater.

Cat Mo. 10231 X

rorm W0 pay. 102018

© 2021-2022 Debra R Richardson All rights reserved

C Corporation JeE

O —_r

IRS Guidelines

* Corporations are legal entities that are separate and distinct from its owners.
* Exempt Payee Code: 5 (not required to be entered)
* IRSTIN Match / NAME CONTROL:
* First four significant characters of the corporate name.
* If the first word is “The,” disregard it unless it is followed by only one other word.
*  BACKUP WITHHOLDING: Exempt (see exception)
* REPORTABLE: No (see exception)
*  BACKUP WITHHOLDING/REPORTABLE EXCEPTION: Except as provided below, corporations are exempt from
backup withholding/reporting for certain payments, including interest and dividends.
* Corporations are not exempt from backup withholding for payments made in settlement of payment card
or third-party network transactions.
* Corporations are not exempt from backup withholding with respect to attorneys’ fees or gross proceeds
paid to attorneys, and corporations that provide medical or health care services are not exempt with
respect to payments reportable on Form 1099-MISC

Best Practices

* Collect and retain W-9 from all Corporations as due diligence support.

* Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP

* If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of
invoices in the DBA name.

* Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make

* Legal Name and/or Tax ID incorrect (companies have multiple IRS registered entities)
» Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
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- W-9 Request for Taxpayer Give Form to the
Fev. Ootber 2018 Identiflcatlon Number and Certiflcation requester. Do not
Department of the Treasury X ~ X ) send to the IRS.
Intemal Aevarue Savics * Go to www.irs.gov/Form W2 for instructions and the latest

1 Name (5 Shown on your Incoms T retum). Name (5 raquired on this lins; do not laave tis Ine Biak.

Doe Lawn Service

2 Business namavdisraTomdas ity nam - I different from above

Doe Fertiizer A PliONE

Toliowing Sevan bowes.

single-member LLC

|5 disregarded from the owner should check the

[ imamiouvsoe propretaree L ¢ comporaton  [#] s coporaton [ partnersnip [ trustrestate

[C] uimited Resiity compeny. Entar the tex classification (C-C corporation, S-S corporation, P-Partnership) »
Mote: Cneck Me Bpproprate box in the line above for the tax classification of the single-member owner. Do ot Check | Examption from FATCA raporting
LLC I the LLC Is classifiad a5 A single-member LLT that ks disregarded from e owner uniess the owner of the LLC = an
mmmamuwmmmmmuamnpm cxmmse asnge—mmnerl_l.cmat code (It any)

3 mmmmmﬁ&'mmmmnummmnmummmu Cneck only one of the | 4 Exemptions (codss apply only to

certaln enttties, not Individuals; see
Instructions on page 3

Exempt payee code (7 any)

[[] otner (zae Instructions =

Its owmer.

Aepites to s muintsived outiide the (15

5 AGdIEss (UM, Street, 2nd apt. of sults no.) See Instrucions.
1123 Anywhere Street

Print or type.
Ses Specific Instructions on page 3.

Requesters name and address (optond)

® City, 22, and 2P coda
|Any City, Any State 99999-0000

7 LISt aCcoUnt nUmbans) hars [optonal)

m Taxpayer ldentification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid Soclal security number

backup withholding. For individuals, this is generally your social security number (SSN). However, for a
ragsident alien, sole propristor, or disragarded entity, s=e the instructions for Part |, lster. For other ‘ ‘ | -

T Employer; Identification Number, (EIN)
Noite: H the account is in mors anUSt BE Enteredjsse e dnd Empioyer identification number

Number To Give the Requester for guidelines,

or

iE - EEEEEEE

m Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification number {or | am waiting for & number to be isswed to me); and
2_1am niot subject to backup withholding becausa: (g} | am axempt from backup withholding, or (b} | have not been notified by the Intemal Revanues
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or i) the IRS has notified me that | am

no longer subject to backup withholding; and
3.1am a U.S. citizen or other U.S. person (defined below); and

4_The FATCA codels) entered on this form (if any) indicating that | am axempt from FATCA reporting is comact.

Certification instructions. You must cross out item 2 sbove i you heve been notified by the IRS that you ere cumently subject to backup withholding because
you have failad to report all interest and dividends on your tax return. For real estate transactions, item 2 does not epply. For mortgags interest paid,
acquisition or sbandonment of secured property. cancellation of debt, confributions to an individual retirement arrangement (IRA). and generally, payments
other than intersst and dividends, you ane not required to sign the cerification, but you must provide your comect TIN. See the instructions for Part |1, later.

Sign | signature of

uspemen» \WWet or, Digital Signature Required p..» Date

General Instructions
Section references are to the Internal Revenue Code unless otherwise
noted.

Future developments. For the latest information about developments
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/FormWE.

P‘I.II'POSE of Form

An individual or entity (Form W-9 requester) who is required to file an
information refurm with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(85N}, individual taxpayer identification number (ITIN). adoption
taucpayer identification number (ATIN), or employer identification numb.er
(EIN), to report on an information retum the amount paid to you, or other
amount reportable on an information retumn. Examples of information
retums include, but are not limited to, the following.

= Form 1020-INT {interest eamed or paid)

b
* Foern 1099-DIV {dividends, inchuding those from stocks or mutual
funids)

* Form 1098-MISC (various types of income, prizes, awards, of gross
procesds)

* Foom 10949-B [stock or mutual fund sales and certain other
‘trensactions by brokers)
* Foern 1099-5 (proceeds from real estate transactions)
* Foom 10949-K {merchant card and third party netwark transactions)
= Formn 1096 (home mortgage interest), 1098-E (student loan interest),
1008-T ftuition)
* Foorm 1099-C {canceled debt)
* Form 1099-A (acquisition or sbandonment of sscured property)

Use Form W-9 only if you are a LS. person (including a resident
dlien), to provide your comect TIM.

If you do not return Form W-8 to the requester with & TN, you might
be subject fo backup withholding. See What is backup withholding,
Iater.

Cat No. 10231

rorm W-9 [rav. 10-2018)

© 2021-2022 Debra R Richardson All rights reserved

S Corporation Il

O —_r

IRS Guidelines

* S corporations are entities that elect to pass income, losses, deductions, and credits through to their shareholders
for federal tax purposes.
e |IRSTIN Match / Name Control:
* First four significant characters of the corporate name
* If the first word is “The,” disregard it unless it is followed by only one other word.
* Exempt Payee Code: 5 (not required to be entered)
*  BACKUP WITHHOLDING: Exempt (see exception)
* REPORTABLE: No (see exception)
*  BACKUP WITHHOLDING/REPORTABLE EXCEPTION: Except as provided below, corporations are exempt from

backup withholding/reporting for certain payments, including interest and dividends.
* Corporations are not exempt from backup withholding for payments made in settlement of payment card
or third-party network transactions.
* Corporations are not exempt from backup withholding with respect to attorneys’ fees or gross proceeds
paid to attorneys, and corporations that provide medical or health care services are not exempt with
respect to payments reportable on Form 1099-MISC

Best Practices

e Collect a W-9 from all Corporations as due diligence support.

* Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP

* If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of
invoices in the DBA name.

* Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make

* Legal Name and/or Tax ID incorrect (companies have multiple IRS registered entities)
* Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
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- W=-9

e, ol oel Identifi - W-9 Request for Taxpayer Give Form 1o the
Intsmal Aeverie Ssrnvice » Go to www.irs {Rev. Oatober 2018} Identification Number and Certlflcatlon requester. Do not
1 Mame (2= shown on your Income tax resum). Name i i gl »Gato and the latest i send to the IRS.
T Name (23 ShoWn 0N yOuT INCome T2 retum), Numexaremlrenmmsum ‘o not leave tis Ine Diank.

2 Business name/disragarded antity ~=me, I dIeren —

Doe and Doa }»
Doa Lawn Servics L Optional :

Business name/disragarded entlty name, If different from above

Tollowing sevan

single-member LLC

[[] otrer jsee Instructions) »

[ mawvicusisscie propristor o~ L] © Coporaton [ s coporation [#] Parinarsnip

El mmmmmmmﬁmuwwmnmlsmmmm Cneck only one of the | 4 Exemptions (codes spply only to
bowes.

certain entties, not Ndividlals; a8
Instructions on page 3k
[ Tnstiestate

Exempt payee code (i any}

[T umitet Besiitty compeany. Entar the tax classification (C=C corporation, S=S coporaiion, P=Parinersnig) b
Mote: Check fhe appropriate box In the line aove for the tax classiication of the single-member owner. Do nof check | Exemption rom FATCA raporting
LLC It the LLC Is classified a5 3 single-member LLC that s disregarded from the owner uniess the owner of the LLC s
another LLC that Is mot disregarded from the owner for U.5. federal fax purposes.
Is disregerded from the cwner should chack the Bppropraa bos: for the tax classiicalion of It owner.

. Otharsise, a singis-member LLC mal 002 T &ny)

(Aot acrous muintmived outsice the (L5

5 AGrESS (nUMiDar, street, 8nd APt or Sulte No ) See INStructons.
123 Anywhere Street

Print or type.
Ses Specific Instructions on page 3.

Requastar's name and address [optiond)

6 Cify, stas, and 7P coode
Any City, Any State 99999-0000

T LISt account nUmbers) hars [optinal]

IEZ30  Taxpayer Identification Number (TIN]

Enter your TIM in the appi

resident alien, sole pr_—

mmammEmployer Ident|Fcat|on Number, (EIN]M
Nntmlfthamrﬂlanmaethanonenmust BE Entered Also see What Name and

ropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. Fo( |ndr\ndusha this is genadryyoursmlal saoum'y' numte( I:SSN:I Hcmeue( fora

Number To Give the Requester for guid

Soclal security number

or

Employer identification number

=X  Cerfification

Under penalties of perjury, | certify that-
1. The number shown on this form is my comect t

identification number {or | am waiting for 8 number to be issued to me); and

2_1 am not subject to backup withholding because: (8) | am exempt from backup withholding, or (b} | have not been notified by the Intemal Revenus
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3.1am a U.S. citizen or ather U.5. person defined below); and

4. The FATCA codefs) entered on this form (if any) indicating that | am exempt from FATCA reporting is comect.

Certification instructions. You must cross out item 2 sbhove if you heve been notified by the IRS that you are cumently subject to backup withholding because
you have failed to report all interest and dividends: on your tax return. For reel estete fransastions, itemn 2 does not epply. For mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to &n individual retirement

. and generally, payments

armangement
other than interest and dividend's, you are not required to sign the certification, but you must provide your comect TIN. See the instructions for Part I, later.

Sign

General Instructions

Section references are to the Intermal Revenue Code unless otherwizse
noted.

Future developments. For the latest information about developments
related to Form W-0 and its instructions, such as legislation enactad
after they were published. go to www. irs gow/Form Ve,

PI.II'pOSQ of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(S5N), individual taxpayer identification number {TTIN), adoption
taxpayer identification number (ATIN), or employer identification numbser
(EIM), to report on an information retum the amount paid fo you, or other
amount reportable on an information return. Examples of information
ratums includi, but sre not limited to, the following.

= Form 1 0%3-INT (interest eamed or paid)

Here | ulpemmn VVet or,Digital Signature Required| o= Date

= Formi 1094-DIV {dividends, including those from stocks or mutual
funds)

» Form 1098-MISC (various types of income, prizes, awards, or gross.
procesds)

* Form 1094-B (stock or mutual fund sales and certain other
transactions by brokers)
* Form 1094-5 {proceeds from real estete transactions)
» Formi 1098-K [merchant card and third party network transactions)
» Formi 1098 (home mortgage interest), 1008-E (student loan interest),
1098-T {fuition)
* Foom 1098-C {canceled debt)
= Form 10%%-A {acquisition or sbandonment of secured property)

Use Form W-8 only if you are a U.S. person (including a resident
slien), to provide your comect TIN.

If you do not return Form W-2 to the requester with a TN, you might
be subjact to backup withholding. See What is backup withholding,
Iater.

Cat Moo 10231X

Form W-9 Rev. 10-201g)

© 2021-2022 Debra R Richardson All rights reserved

[—=1]

Partnership

O —_r

IRS Guidelines

* A partnership is the relationship between two or more people to do trade or business.
e |RSTIN Match / Name Control:
* For businesses “doing business as” (dba) or with a trade name, use the first four characters of the dba or
trade name.
* If there is no business or trade name, use the first four characters of the partnership name (even if it is an
individual’s name, such as in a law firm partnership).
* If the first word is “The,” disregard it unless it is followed by only one other word.
* If the EIN begins with one of the following two digits: 20,26, 27, or 45, then the name control for a
partnership is developed using the first four characters of the primary name line.
* If the first two digits of the EIN are other than 20, 26, 27, or 45, the name control for a partnership results
from the trade or business name of the partnership.
e BACKUP WITHHOLDING: Not Exempt — Backup Withhold 24% if TIN not received before first payment.

* REPORTABLE: Yes

Best Practices

* Collect and retain a W-9 from all Partnerships as due diligence support.

* Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP

* If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of
invoices in the DBA name.

* Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make

* Legal Name and/or Tax ID incorrect (companies have multiple IRS registered entities)

* Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
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. W=-9 Request for Taxpayer Give Form 1o the
e, Cctaber 501) Identification Number and Certification requester. Do not
Depertmant of the Treasury . ~ X ) . send to the IRS.
Intemal Revermue Sanvice = Go to www.irs.gow/Form WO for instructions and the latest information.

1 Name (&5 shown on your Income tax retum). Name Is required on this line; do not leave this ine Dlank. i

Estate of John Doe

2 Business namevdisragarded antity name, If different from above

':,' amnpprcpnammrarrawam n of the par 15 enterad on Ine 1. Check only one of the | 4 Exemptions (codas apply only to
= folowing seven bowes. certaln antities, not ndividuals; see
o Instructions on page )
S| O mawousssoe proprstoror L © Comaraton [ & coperaton [ Partnersnip [# Trustestate
. @ single-member LLC Exempt payee code f any)
%E [ umited ietity company. Enter the tax classification (C-C corporation, S-S comparatian, P-Partrershig) -
EE Mote: Check e ap Inthe for the tax of the single-member owner. Do not check | Examption from FATCA raporting
LLE:nmaml:umuaarqmmmmmlsumﬂmmmmmmmmmmms
ES anather LLC that Is not disregarded from the owner for LS. Taderal tax purposss, Otharwise, a sigis-member LLG mat| 008 T )
2 s ciregarded from the owner should chack the apgropriats bos tor the te classification of Its owner.
‘i [[] oiner (see Instructions) = Apiies fo mccounts muinised cutids dh U]
& ADdress (number, srest, and apt. or sulte no.) See Instrucions. Requestar's name and addrass (optonsl)
2 123 Anywhere Stroet

@ Cify, sisfe, and ZIF code

Any City, Any State 93999-0000
7 List account number(s) here joptional)

m Taxpayer ldentification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid Sodlal security number
backup withholding. For individuals, this is generally your socisl sacun‘ty numte( (SSNJ Hmuer fora ‘ ‘ ‘

;:m'::nﬁEEmElBﬁ?ldenhﬁcatmn Ndmber. (EIN]m
TIN, later.

ettt
Note: If the account is in mare than ons MUSt BE Entered Also se What Name and | Employer identincation number
Number To Give the Reguester for

m Certification

Undar penalties of perjury, | cartify that:

1. The number shown on this form is my comect taxpayer identification number jor | am waiting for 8 number to be issued to me); and
2.1 am not subject to backup withholding becawsa: (g) | am axempt from backup withholding, or [b) | have not been notified by the Intemal Revenus
Service (IRS) that | am subject to backup withholding as a result of = failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding: and
3. lam a U.5. citizen or other U.S. person (defined below); and

4. The FATCA codefs) entered on this form (if any) indicating that | am axempt from FATCA reporting is comact.

Certification instructions. You must cross out item 2 sbove if you have been notified by the IRS that you ere cumently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For resl estete fransactions, item 2 does not epply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to &n individesl retirement arrangement (JRA), and generally, payments
ather than intersst and dividends, you are not required to sign the certification, but you must provide your comect TIM. See the instructions for Part |1, later.

Sign
Here

Sraemer \Wet or; Digital Signature Required

Date
—

Date »

General Instructions
Section references are to the Internal Revenue Code unless otherwise
natad.

Future developments. For the latest information about developments
related to Form W-0 and its instructions, such as legislation enacted
after they were published, go to www.irs.gow/FormW3.

P‘I.II'POSQ of Form

An individual or entity (Form W-8 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social sscurity numbser
(58N, individual taxpayer identification number (ITIM), adoption
ftpayer identification number (ATIN), or employer identification numbser
{EIN}, to report on an information retum the amount paid to you, or other
amount reportable on an information return. Examples of information
ratums include, but are not limited to, the following.

* Form 1099-INT {interest eamed or paid)

* Form 1099-DIV (dividends, including those from stocks or mutual
funds)

= Form 1098-MISC (various types of income, prizes, awards, of Qross
procesds)

* Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)
* Form 10498-5 |proceeds from real estete transactions)
= Form 1088-K (merchant card and third party network transactions)
* Form 10968 fhome mortgege interest), 10968-E (student loan interest],
109&-T fruition)
* Form 1099-C (canceled dabt)
= Form 10%3-A (acquisition or abandonment of secured property)

Use Form W-8 only i you are a ULS. person (including a resident
glien), to provide your comect TIN.

If you do not return Form W-8 to the requester with a TIN, you might
be subject to backup withholding. See What is backup withholding,
Iater.

Cat No. 10Z51X

rorm W-0 [Rav. 102018

© 2021-2022 Debra R Richardson All rights reserved

Trust/Estate J=1

—_r

O
IRS Guidelines

* Includes Estates, Trusts and Fiduciaries.

e IRSTIN MATCH / NAME CONTROL:
* Estates: First four characters of the last name of the decedent. The last name of the decedent must have
the word “Estate” after the first four characters in the primary name line.
e Trusts and fiduciaries:
* Name controls for individual trusts are created from the first four characters of the individual’s
last name.
* For corporations set up as trusts, use the first four characters of the corporate name.
* There are separate rules for the name control of trusts, depending on whether the EIN is an
online assignment.

* If the EIN is assigned online (the EIN will begin with one of the following two digits: 20,
26, 27, or 45), then the name control is developed using the first four characters of the
first name on the primary name line. Note: The online EIN application will begin
assigning the first two digits of 46 and 47 in the future. Ignore leading phrases such as
“Trust for” or “Irrevocable Trust.”

* If the first two digits of the EIN are other than 20, 26, 27, or 45, (46 and 47, in the
future) then the name control for a trust or fiduciary account results from the name of
the person in whose name the trust or fiduciary account is established.

BACKUP WITHHOLDING: Exempt

* REPORTABLE: Yes

Best Practices

* Collect and retain a W-9 from all Estates, Trusts and Fiduciaries as due diligence support.
* Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make (Reject)

* Legal Name and/or Tax ID incorrect
* Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten
signature only)
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Form w-g

(Rev. October 2018) o w-g Request for Taxpayer Give Form to the
Department of ihe Treasury . Cotooer 2078) Identification Number and Certlflcation requester. Do not
+ Department of the Treasury . N . . send to the IRS.
1 Mame (a5 shown on your In Intemal Revenue Sanvice » Go to ormW3 for and the latest
I] Lﬂ.’ . LLC 1 Nane[assmwn'm your Incoms tax retum). Name ks raquirad on this line; do not leave this line biank.

2 Business name/disregarde;

Toliowing Sevan hoxes. ceraln entiies, not Individuals; see

Instructions on page
[ inamiouswsos propristoror L © Corporaton [ S Coporation [ Partnersnip [ Trustrestate
single-member LLC Exeenpt payes cods (1 any)
[&] Limited Babiity company. Enter the tex classiication (C=C corporation, S=5 comporaion, P=Farnersni) k-

Mote: Chieck Me appropriate box In the ine above for the tax classincation of the single-member owner. Do ot check | Examiption from FATCA raporting
LLC I the LLG Is classified 85 3 single-memiber LLC that ks disregarded from the owner uniess the owner of the LLC is

AT 1R AETag.on fne 1 Onay nniv ana o e | 4 Exemptions icoges ool onlv to

anather LLC that I not disregarded from the owner for U5, federal {ax purposes. Diharwise, a singie-member LLG fat| 5008 (T&ny)

= diaregarded trom tha cwner should chack the Bpproprass Bo for e 12X classieason of s owner.
] Otner (s8e Instructions) » Vgt sccoots muintsived cutide the L)
5 ADdress (NUMDer, streat, and apt or sulte no.) See Instructons. Requastar's name and address (optional)

Print or type.
Ses Specific Instructions on page 3.

1123 Anywhere Street
8 City, stafa, and ZIF coda

State 99999-0000

C
T List SCcalt AUImBSrE) hare (oplon]

mn Taxpayer ldentification Number [TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid Eocial security number

backup withhalding. For individuals, this is qenudlywurswnl securitv number (SSM owever, for a
neaidenlalian,solapE ‘ ‘ ‘—

arvitioe, T o vour | Identification Number,(EIN -
ey Centicaion mber G, L L L

Note: If the account is in more than one . Also see What Name and Emplayer identification number
Number To Give the Raguester for guidelines mwﬁoaenumtxerbom
1|2 —‘3‘4|5|G‘7‘ﬂ‘9
Certification
Under penalties of perjury, | certify that-

1. The number shown on this form is my comect taxpayer identification number {or | am waiting for a number to be issued to me); and

2.l am not subject to backup withholding becauss: (g} | am exempt from backup withholding, or (b) | have not been notified by the Intemal Revenus
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or () the IRS has notified me that | am
no longer subject to backup withholding; and

3.lama U.S. citizen or other L., person (defined below); and

4. The FATCA codels) entersd on this form (if any) indicating that | am exempt from FATCA reporting is comact.

Certification instructions. You must cross out item 2 shove if you have been notified by the IRS that you are cummently atbject to backup withholding because

you have failed to report all interest and dividends on your tax return. For reel estate fransactions, item 2 does not epply. For mortgags interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IAA), and generally, payments

othar than nterest and dividends, you are not required to sign the certification, but you must provide your comect TIN. See the instructions for Part |, later.

Sign S, \Wet or, Digital Signature Required ,, Date

General Instructions
Section references are to the Intenal Revenue Code unless otherwise
noted.

Future developments. For the latest information about developments
related to Form W-0 and its instructions, such as legislation snacted
after they were published, go to www.irs. gov/FormWE,

Purpose of Form

An individual or entity (Form W-8 requester) who is required to file an
|nlurmsn0n retum with the IRS must obtain your correct taxpayer

number (TIN) which may be your social security numbser
(55MN), individual texpayer identification number (ITIM), adoption
taxpayer identification number (ATIN), or emplover identification numbser
(EIN), to report on an information retum the amount paid to you, or other
amount reportable on an information return. Examples of information
retums include, but are not limited to, the following.

* Form 1080-INT {interest eamed or paid)

» Foorn 1099-DIV (dividends, including those from stocks or mutual
funds)

* Form 1088-MISC (various types of income, prizes, awards, or gross
procesds)

= Foern 1099-B (stock or mutusl fund sales and certain other
transactions by brokers)
* Foom 1093-5 (proceeds from real estate transactions)
» Foorn 1099-K (merchant card and third party network transactions)
= Foern 1098 (home mortgage intereat), 1098-E (student loan interest),
1088-T frwition)
» Form 1099-C (canceled debt)
= Form 10@3-A {ecquisition or abandonment of sacured property)

Use Form W-0 only if you are a U.S. persen (including a resident
slien), to provide your comect TIM.

I you do not return Form W-9 to the requester with & TIN, you might
be subjact to baciup withholding. See What is backup withholding,
Iater.

Cat M. 102X

romn W-0 [Rev. 10-2018)

© 2021-2022 Debra R Richardson All rights reserved

Putting the 47 in h#7py®

o —_—
IRS Guidelines

LLC - Partnerships =T

* ALimited Liability Company (LLC) is an entity created by state statute. A domestic LLC with at least two
members is classified as a partnership. This is a Limited Liability Company (LLC) that is taxed as a Partnership.

* Limited Liability Company (LLC) should not be selected if the LLC is classified as a single-member LLC
that is disregarded from the owner unless the owner of the LLC is another LLC that is not disregarded
from the owner for U.S. federal tax purposes.

IRS TIN Match / Name Control:

* For businesses “doing business as” (dba) or with a trade name, use the first four characters of the dba or
trade name.

* If there is no business or trade name, use the first four characters of the partnership name (even ifit is
an individual’s name, such as in a law firm partnership).

* If the first word is “The,” disregard it unless it is followed by only one other word.

* [f the EIN begins with one of the following two digits: 20,26, 27, or 45, then the name control for a
partnership is developed using the first four characters of the primary name line.

e If the first two digits of the EIN are other than 20, 26, 27, or 45, the name control for a partnership
results from the trade or business name of the partnership.

* BACKUP WITHHOLDING: Not Exempt— Backup Withhold 24% if TIN not received before first payment.
* REPORTABLE: Yes

Best Practices

* Collect and retain a W-9 from all corporations as due diligence support.

* Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP

* If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of
invoices in the DBA name.

* Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make

* No selection of ‘P’ for Partnership
* Legal Name and/or Tax ID incorrect (could be partner names or company name)

* Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
Page 17



-~ W-9 Request for Taxpayer Give Form to the
Rev. Ostober 2078 Identiflcatlon Number and Certiflcatlon requester. Do not
Department of the Treasury . ~ . . ) send to the IRS.
Intemal Aevenue Sarnica » Go to www.ire.gov/FormW3 for instructions and the latest information.

1 Name (&3 shown on your Income tax retum). Name 15 raguirad on Ehis Ing; do not leave this ine biank.
Doe Law Service LLC

2 Business namevdisragarded endtty name, If different from abowe

anather LLG that s not disregarded from the owner for U.S. federal tax

[] oOtner jz2e Instructions)

3 Check appropriate bax for federal tax of tne parsan me |5 entenad on line 1. Cneck only one of the | 4 Exemptions (codes epply only to
following seven bowes, certain antifies, not Individuals; sse
Instructions on page 3k
[ inamiouawsos propretoror L © Corporation [ s Comporaton [ Partnersnip [ Trustrestate
single-member LLG Exempt payee code f any)
[] Limitesa nabaitty company. Entar the tx classfcation (C-C corporation, S-S P-p C

purposes. Othanwise,
Is disregarded from the owner showld chack the appropriate box for the tax classificalion of ks owner.

Mote: Chieck e appropriate box In the ine alove for the tax classication of the single-member owner. Do nof Check | Bremption from FATCA raporting
LLG If the LLC |5 classified &5 8 single-memiper LLG that s disregarded from the owner uniess the owner of the LLG s

a single-member LLG fat| 5092 T any)

opiien o secounts muintsived cutice tha L5

5 Address (numipar, streat, end apt. or sulte no.) See Instruciions.
123 Strest

Print or type.
See Specific Instructions on page 3.

Requastars namea and sddress (optiona)

§ City, £tats, and P Co08
|Amy City, Any State 99999-0000

7 LISt SCCoUnt nUmbars) ere [opiiona]

m Taxpayer ldentification Number (TIN)

Enter your TIM in the appropriate box. The TIN provided must match the name given on line 1 to avoid Soclal securtty number

backup withholding. For individuals, this is panerally wnor socisl securite number (S5N). Howsvar for 8
restdent alien, s0le p1e E mployer Identﬁcatmn Number (EIN) , | ‘ ‘ -

MUSst Be Entered

eniies, itis your emph, 2 Pl Y S S
TIN, later.

Mote: if the account is in more than one na.

v—---k..-—-u

What M nd Employer identifcation numibsr

Number To Give the Reguester for guidelines on whoss number to enter,

Certification

Under penalties of padury, | certify that:

1. The number shown on this form is my comect taxpayer identification number {or | am waiting for 8 number to be issusd to me); and
2.1 am not subject to backup withholding becausa: {g) | am exempt from backup withholding, or [b) | have not been notified by the Intemal Revenus
Service (IRS) that | am subject to backup wnhholdmgss a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3.1 am a U.S. citizen or other U5, parson (defined below); and

4. The FATCA codefs) entered on this form {if any} indicating that | am exempt from FATCA reporting is comeact.

Certification instructions. You must cross out item 2 sbove if you have been notified by the IRS that you sre curmently sl.bp.':t to backup wrmhuldlng because
you have failed to report all interest and dividends on your tax return. For resl estete transactions, item 2 does not epply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, confributions to an individual refirement arrangement (IRA), and generally, payments
other than interest and dividends, you are not required to sign the certification, but you must provide your comect TIN. See the instructions for Part I, later.

Sign
Here | u2 persons

A Wet or,Digital Signature Required s D8LE

General Instructions
Section references are to the Internal Revenue Code unless otherwise

Future developments. For the latest information about developments
related to Form W-0 and its instructions, such as legislation enacted
after thay were published, go to www.irs gov/Form Ve,

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(55N, individual taxpayer identification number {ITIN}, adoption
texpayer identification number (ATIN), or employer identification numbser
(EIM), to report on an information retum the amount paid to you, or other
amount reportable on an informeation return. Examples of information
refums include, but are not limited to, the following.

= Form 1088-INT (interest eamed or paid)

* Form 1099-DIV {dividends, including thoss from stocks or mutual
funds)

« Form 1098-MISC (various types of income, prizes, awards, or gross
procesds)

» Form 1099-B (stock or mutual fund sales and certain other
tranzactions by brokars)
* Form 1099-5 [proceads from real estate transactions)
* Form 1098-K (merchant card and third party network transections)
= Form 1098 (home mortgage interest), 1088-E [student loan interest),
1008-T {tuition)
= Fomm 10949-C (canceled debt)
= Form 1026-A (acquisition or sbandonment of secured property)

Uze Form W-8 only if you are a U.S. person including a resident
glien}, to provide your comect TIN.

If you do not return Form W-8 to the requester with a TIN, you might
be subject to bachup withholding. See What is backup withholding,
Iater.

Cat Mo, 1023 X

rom W-9 meav. 10-2018)

© 2021-2022 Debra R Richardson All rights reserved

LLC—C Corporation ==

Putting the 47 in h#7py®

o —_—
IRS Guidelines

* AlLimited Liability Company (LLC) is an entity created by state statute. This is a Limited Liability Company (LLC) that

has elected to be taxed as a C corporation.

e Limited Liability Company (LLC) should not be selected if the LLC is classified as a single-member LLC that
is disregarded from the owner unless the owner of the LLC is another LLC that is not disregarded from the
owner for U.S. federal tax purposes.

* Exempt Payee Code: 5 (not required to be entered)
* IRSTIN Match / NAME CONTROL:
* First four significant characters of the corporate name.
* If the first word is “The,” disregard it unless it is followed by only one other word.
*  BACKUP WITHHOLDING: Exempt (see exception)
* REPORTABLE: No (see exception)
*  BACKUP WITHHOLDING/REPORTABLE EXCEPTION: Except as provided below, corporations are exempt from

backup withholding/reporting for certain payments, including interest and dividends.
* Corporations are not exempt from backup withholding for payments made in settlement of payment card
or third-party network transactions.
* Corporations are not exempt from backup withholding with respect to attorneys’ fees or gross proceeds
paid to attorneys, and corporations that provide medical or health care services are not exempt with
respect to payments reportable on Form 1099-MISC

Best Practices

* Collect and retain a W-9 from all Corporations as due diligence support.

* Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP

* If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of
invoices in the DBA name.

* Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make

* No selection of ‘C’ for C Corporation
* Legal Name and/or Tax ID incorrect (companies have multiple IRS registered entities)

* Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
Page 18



- W=9 Request for Taxpayer Give Form 1o the
{Pev. Ostober 207} Identification Number and Certlflcatlon requester. Do not
Departmant of the Treasuny ) ~ ) B . send to the IRS.
Intsmal Aevemue Sanvics * Go to www.irs.gov/FormWD3 for instructions and the latest information.

1 Name (s shown on your Income tax returm). Name is required on this Ine; do not leave this lne Dank. i

Doe Law Service LLC

2 Business name/disragarded entty name, If diferent from above

3 mmmmmmmmmumwmnmmmmmm Cneck only one of the | 4 Exemptions {codes apply only fo
ToBowIng Sevan Doxes. certain enttties, mmnrmums
Instructions on page 3
O indvidusitscie proprietor o~ L] © Coporaton [ s comporation [ Partnarsnip [ Tnstrestate
singie-member LLG Exmpt payee code (1 anyy

[] Umited Batility company. Entar the tex classification {C-C corporation, S-S corp P. 5

Note: Check e appropriaie bax In e line aoove for ihe tax classification of ihe single-member owner. Do not check | Examption from FATCA reporting
LLC It the LLC Is classifiad as 3 single-memiper LLC that Is disregarded from the owner uniess the owner of the LLC is cods fif &
another LLE that Is mot disregarded from the owner for U.S. fiederal taw purposes. Otharwise, a sihgie-member LLC fhat it enyy
s Cisreganded from the owner should chack the Bppropriate box for the ta classifcaion of s owner.

[[] oiner jsae Instructions) = i to sccrunts muintsed outiids the (LS}

5 AGdress (nUmioer, strest. 2nd apt or sults no.) See Instrucions. Requester's name and address (options)

123 Anywhere Street
© City, e2at=, and ZIP cooe

|Any City, Any State 99999-0000

Print or type.
See Specific Instructions on page 3.

7 List SCC0UnT UmDans) here [opiona]

backup withholding. Fcnndmdusja thrsnsgenalallyybursocla]smntynumberﬁsm Hmmer fora ‘ ‘ _| ‘ ‘ ‘
Nnta:lfthemianmmthanonenaMUSt BE EnterEdbuseeWhaf” nd E Ideniti

Certification
2_1am not subject to backup withholding becausa: {8) | am exempt from backup withholding, or (b} | have not been notified by the Intemal Revenus
3.1am a WS, citizen or other U.S. person (defined below]); and

5N Taxpayer Identification Number (TIN)
Enter your TIM in the appropriate box. The TIN provided must match the name given on line 1 to avoid Soclal securtty number
resident alien, sole pro ‘ ‘ ‘ -
entities, mmemptEmployer Idennﬂcatmn Number (EII\I}
TN, later. oty
Number To Give the F fior guic
1|2 —‘3‘4‘5‘E|7‘ﬂ‘$
Under penalties of perjury, | certify that:
1. The number shown on this fomm is my comect taxpayer identification number {or | am waiting for a number to be isswsd to maj; and
Service (IRS) that | am subject to backup withhodding as a result of a failure to report all interest or dividends, or ic) the IRS has notified me that | am
no longer subject to backup withholding: and
4. The FATCA code{s) entered on this form {if any) indicating that | am exempt from FATCA reporting is comect.
Certification instructions. You must cross out item 2 ebove if you heve bean notified by the IRS that you ere currently sl.bp:t to backup withholding because

you have failed to report all interest and dividends on your tax retumn. For reel estate fransactions, item 2 does not apply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement [IRA), and generally, payments
other than interest end dividends, you are not required to sign the certification, but you must provide your comect TIN. See the instructions for Part 11, leter.

an S o \Wet or,Digital Signature Required | ... Date

General Instructions
Section references are to the Internal Revenue Code unless otherwise

d-m For the |atest information about developments
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs gow/FormWa.

Purpose of Form

An individual or entity (Form W-0 requester) who is required to file an
information retum with the IRS must obtain your comrect taxpayer
identification number (TIN) which may be your social security number
(B8N}, individual tmxpayer identification number (ITIM), adoption
tapayer identification number (ATIN), or employer identification numbser
(EIN), to report on an informeation retum the amount paid to you, or other
amount reportable on an information retumn. Examples of information
retums include, but are not limited to, the following.

= Form 1023-INT (interest eamed or paid)

* Form 1098-DIV {dividends, including those from stocks or mutual
funds)

* Foem 1099-MISC (various types of income, prizes, awards, or gross.
proceseds)

* Form 1098-B (stock or mutusl fund sales and certain other
transactions by brokers)
* Form 1098-5 (proceeds from real estate transactions)
= Form 1098-K jmerchant card and third party network transactions)
= Form 1098 (homie mortgage intersst), 1098-E (studant loan interest),
1098-T ftuition)
= Form 1098-C {canceled debt)
* Form 1(0:99-A (scquisition or sbandonment of sscured property)

Use Form W-8 only i you are a LS. parson {including a resident
alien), to provide your comact TIMN.

If you do not return Form W-8 to the requaster with a TIN, you might
be subjact to baciup withhoiding. See What is backup withholding,
Iater.

Cat. No. 102a X

rorm W-9 Rav. 102018

© 2021-2022 Debra R Richardson All rights reserved

LLC—S Corporation -

o —_—
IRS Guidelines

* Alimited Liability Company (LLC) is an entity created by state statute. This is a Limited Liability Company

(LLC) that has elected to be taxed as a S corporation.
e Limited Liability Company (LLC) should not be selected if the LLC is classified as a single-member LLC
that is disregarded from the owner unless the owner of the LLC is another LLC that is not
disregarded from the owner for U.S. federal tax purposes.

* Exempt Payee Code: 5 (not required to be entered)
* IRSTIN Match / NAME CONTROL:
* First four significant characters of the corporate name.
* If the first word is “The,” disregard it unless it is followed by only one other word.
*  BACKUP WITHHOLDING: Exempt (see exception)
* REPORTABLE: No (see exception)
*  BACKUP WITHHOLDING/REPORTABLE EXCEPTION: Except as provided below, corporations are exempt from
backup withholding/reporting for certain payments, including interest and dividends.
* Corporations are not exempt from backup withholding for payments made in settlement of
payment card or third-party network transactions.
* Corporations are not exempt from backup withholding with respect to attorneys’ fees or gross
proceeds paid to attorneys, and corporations that provide medical or health care services are not
exempt with respect to payments reportable on Form 1099-MISC

Best Practices

* Collect and retain a W-9 from all corporations as due diligence support.

* Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP

* If Populated: Enter Line 2 as the DBA in your Accounting System/ERP to allow for the posting of invoices
in the DBA name.
Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Blggest Mistakes Vendors Make (Reject)

* No selection of ‘S’ for S Corporation
* Legal Name and/or Tax ID incorrect (companies have multiple IRS registered entities)

* Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
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Form w-g

{Rav. October 2018)

Departmant of the Treasury
Internal Revenue Sanvice

Request for Taxpayer
Identification Number and Certification

* Go to www.irs.gow/FormWD for instructions and the latest information.

Give Form to the
requester. Do not
send to the IRS.

Doe Lawn Service of the

1 Nam (25 ShOWn on your INGome tax retum),. Name s raguired on Ehis Ins; do nat leave this Ine Sk

2 Business name/disragarded entity name, If different from above

Toliowing Seven DOxes.

Is disreganded from the cwner should chack the
[¥] Otner jsae Instructions) »

Print or type.
Ses Specific Instructions on page 3

1123 Anywhere Street

UrposEs.
oo for the 1ax classificalion of He owner.

Non-Profit (501c3) s -
& ADdress (nUmBer, steal. 2nd apt or sulle o, See INstruCaons. 501cXDesigati

3 mmmmmmmmmnummmnmlsmmmel Cneck only one of the A Exemptions (codas apply only o

certain entiies, not Individuals; see

Instructions on page 3f
[ inamicuavsce propretoror L1 © Comporation [ s coporaten [ Partnersnip O Trustrestate
single-member LLC Exeamgt peyee code o )
[T Limiteat iamiity company. Entar the 2 classication (C-C corporation, S-5 P-Partn

Mote: Check e appropniate box In the ine above for the tax classiNcation of the single-memiber owner. Do not check | Exsmption from FATCA reporting
LLC It the LLC Is classiflad 85 3 single-mamioer LLC that ks disregarded from the ownier Lniess tha owner of the LLC is.
another LLC that is not disregarded from the owner for LS. federal 12 pi

. Ctharwise, & sngie-member LLC mat] C008 (&g

© City, 5iate, and ZIF cooe
Any City, Any State 99999-0000

T LISt SCCoUnT numbers) fare [opiona]

IEZdN Taxpayer Identification Number (TIN)

Enter your TIM i in the appropriate box. '_I'he11N pmmdacl | mm Ihe NEme gruen on line 1 t auon:l ¥ numBer

backup withhv “~a. For “dividuals

=i empieyerdertication NombsRENVEE T | [ -1 L[]

Must Be Entered

Mote: if the account iz in more thar
Number To Give the Requester for guidelines cn whose number to enter.

ver ine 1. Also see What Name and Empilayer identiflcation number

1|2 —‘3|4‘5|E|T‘ﬂ|ﬂ

Certification

Under penalties of perury, | certify that:
1. The number shown on this form iz my comect t

identification number {or | am waiting for a number to be izsued to mej; and

2.1 am not subject to backup withholding bacausa: (8] | am axempt from backup withhalding, or (b} | have not baen notified by the Intemial Revenus
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3.1 am & U.5. citizen or other LS. person (defined below); and

4. The FATCA code{s) entered on this form (if any) indicating that | am axempt from FATCA reporting is comect.

Certification instructions. You must cross out item 2 sbove if you have been notified by the IRS that you ere cumrently subject to backup withholding because
you have failed to report all inferest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt. contributions to &n individwal retirement

and generally, payments

arrangement [IRA],
other than intenest and dividends, you are not required to sign the certification, but you must provide your comact TIM. See the instructions for Part |, later.

Sian S \Wet or, Digital Signature, Requwed

ESAC RN,

Date

Date»

General Instructions
mm references are to the Internal Revenue Code unless otherwize

Future developments. For the |atest information ebout developments
related to Form W-8 and its instructions, such as legislation enacted
after they were published, go to www.irs. gow/Form VG,

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN} which may be your social secarity number
(S5N), individual taxpayer identification number {ITIN). adoption
faxpayer identification number (ATIN), or employer identification numb-er
(EIN), to report on an infomation retumn the amount paid to you, or other
amount reportsble on an infomation return. Examples of information
retums include, but ars not limited to, the following.

* Form 1083-INT (interest eamed or paid)

= Form 1098-DIV (dividends, including those from stocks or mutual
funds}

= Form 1098-MISC jvarious types of income, prizes, awards, or gross
proceeds)

* Form 1098-B [stock or mutusal fund sales and certain other
transactions by brokers)
= Form 1098-5 |proceeds from real estate transactions)
» Form 1099-K [merchant card and third party netwark transactions)
= Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T ftuition)
» Form 1099-C {canceled dabt)
* Form 1083-A (acquisition or abandonment of secured property)

Usa Form W-0 only if you are a U5, person (including a resident
glien), to provide your comect TIN.

If you do mat returm Form W-9 to the requester with a TIN, you might
be subject to backup withhoiding. See What is backup withhalding,
Iater.

Cat Mo 10231X

com W-9 Rav. 10-2018)

© 2021-2022 Debra R Richardson All rights reserved

Other (Non-Profit

O

IRS Guidelines

Organizations organized and operated exclusively for religious, charitable, scientific, testing for public safety,

literary, educational, or other specified purposes and that meet certain other requirements
IRS TIN MATCH / NAME CONTROL:
* First four significant characters of the organization name.

* Payee may enter “Applied For” if they do not currently have a TIN but have applied.

BACKUP WITHHOLDING: Exempt
REPORTABLE: No

Best Practices

Collect and retain a W-9 from all Non-Profits as due diligence support.
Enter Line 1 as the Vendor Legal Name in your Accounting System/ERP
For Non-Profit Vendors complete a Tax-Exempt Search to verify the organization to
* Avoid fake charities/organizations
* Verify the tax-deductible status of an organization
Require a signature. (Note: Certified TIN not required for 1099-NEC / 1099-MISC payments)

Biggest Mistakes Vendors Make

Non-relevant information in “Other” Section

[—=1]

Putting the 47 in h#7py®

—_r

Relevant Non-Profit designation not included (could affect your companies' ability to deduct eligible donations)

Legal Name and/or Tax ID incorrect (non-profits true entity name can be different)

Typed Signature (Require a pin and/or date stamp. When required by the IRS, accept handwritten signature only)
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When To Reject
Your Vendor’s
W-9

© 2021-2022 Debra R Richardson All rights reserved



Send These
W-9's Back
to Your
Vendor For
Correction

O

When The W-9 Is the
Wrong Version

When the Legal
Name and Tax ID Do
Not Match IRS
Records

When There is No
Tax ID

When the Vendor Provides
Both an EIN and an SSN

When the Tax Classification
is Limited Liability Company
or Other and there is No
Designation Entered

R When There is No Signature
¥ (Optional)

Page

22



Vendor/Supplier
— Non-Official
Guidance to

Complete the
W-9
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= W=9 Request for Taxpayer Give Form to the |RS F O rm W" I=I

{Pev. Gctober 2018) Identification Number and Certificatlon requester. Do not Putting the 47 in h//py®
Department of the Treasury ) R h . R send to the IRS.
Intamal Aevenue Samvica = Go to www.irs.gov/FormWD for instructions and the latest information. ° ° °
1 Name (== shown on your Income tax retum). Name s raquirad on this Ine; do not leave this Iine Dlank i *
ENTER THE NAME USED TO FILE TAXES FOR PAYMENTS RECEIVED N O I l_O | | I C l | I d a I . Ce
2 Business name/disragarded antity name, If different from above
_, |ENTER THE COMPANY NAME ON INVOICES (IF DIFFERENT THAN LINE 1)
8|° mSElECtCorrectaTaxiClassifiCation; ™ ™" | s mramass O
S| O maviouascie propristar o € Corporation SComoration L] Parnarsiip [ Trustrestate o . >
§ single-member LG Exempt payee code f any) * Ifyouarean Individual/Sole propriet ingl emperLLC * Ifyouarea Trust, Estate or Fiduciary
5 S| T Mottt b epmse oo et e e e et e e o e | e s A g * Line1: Enter YOURFULIQANE (sapn&as entered on + Line1: Enter NAME OF TRUST/ESTATE
£ St LLC fhat s ot Asresirdes o he owrer 10r U 5. Teas 1ot pLrpeiess. CETtotas. & srjamember 16 b coteltang 1040/1040A/1040 « Line2: Enter the NAME ON INVOICE (if different)
£ [ orer e s = st b s i i 15 * Line2: Enter the NA INVOICE (if different) * Line3: Check the box for TRUST/ESTATE
% & Apdress [nUmber, strest, and apt. o sulte no.) See Instucsons. Requastars name and address (opions) * Line3: Ch ox for INDIVIDUAL/SOLE PROPRIETOR/SINGLE- e Line5: Enter your MAILING ADDRESS
& ENTER Y OUR STRECTADDRESS MEM +  Part1: Enter SOCIALSECURITY NUMBER or
ENTER YOUR CITY, STATE AND 7IF CODE LU nt AILING ADDRESS EMPLOYER IDENTIFICATION NUMBER
T L=l aCoOUT nUmDais) hefe [opional} e Partl: er SOCIALSECURITY NUMBER or EMPLOYER e Partll: SIGN and DATE (Digital Signature accepted)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid Soctal securty number t1l: SIGN and DATE (Dlg/ta/ Signature accepted)
«C=NiteriooCcla ecurity;iNumperd ol o If Limited Liability C
Y, \(_ ) you are a Limited Liability Company

- . . e Line2: Enter the NAMEON INVOICE (if different
! ‘2| |3‘ 4 ‘ 5‘ & ‘ 7 | 8 ‘ 9 Line 2: Enter NAME ON INVOICE (if different than company name) « Line3: Check the box for LIMITED LI,L{B[ILI]'C-I']CY )

s [s[7[e]s
ittt Nt~ - , St ) iyt or B rea Company thatis a C Corporation or S Corporation .
mEmployerildentificationyNumbery(EIN);  [smersamn e % + Line1: Enter COMPANY NAME © Line L Enter MEMBER NAMES

Certification Line 3: Check the box for C CORPORATION or S CORPORATION

Under penalties of perjury, | certify that:
1.Tha:nnbwwmwmblmmhmwmwmnmbaﬂmlEmwajﬁ'ngluranunbarmteiauaedbome);md e Line4: Enterthe applicable EXEMPT PAYEE CODE or FATCA COMPANYand enter C,S, or P
2.1 am not subject to backup withholding because: () | am exempt from hackup withhalding, or (b} | have not besn notified by the Intemal 2 . . * Line5: Enter your MAILING ADDRESS
Service (IRS) that | am subject to backup withholding as a result of 2 failure to report all interest or dividends, o (c) the IRS has notifi REPORTING CODE (if applicable) «  Part1: Enter EMPLOYER IDENTIFICATION NUMBER

no longer subject to backup withholding; and
3.1am a 5. citizen or other U.S. person (defined below); and
4. The FATCA code{s) entersd on this form (if any} indicating that | am exempt from FATCA reporting is comact.

Certification instructions. You must cross out item 2 ebove if you heve baen notified by the IRS that you are curently subj
yaou have failed to report all interest and dividends on yaur tax retum. For resl estete transactions, item 2 does not apply. For
acquisition or abandonment of sscured property, cancellation of debt, contributions to &n individual retirement ammangement (|
other than intenast end dividends, you are not required to sign the certification, but you must provide your comect TIM. See the i

e Line5: Enter your MAILING ADDRESS
e Partl: Enter EMPLOYER IDENTIFICATION NUMBER
e Partll: SIGN and DATE (Digital Signature accepted)

e Partll: SIGNand DATE (Digital Signature accepted)

S Tapama VY Diaital Si «  Ifyouarea Partnership s Ifyou area.Non-ProfitOrganization
Here |saeeec, Wet or Digital Signature « Line1: Enter PARTNER NAMES or COMPANY NAME * Linel: Enter ORGANIZATIONNAME
General Instructions £ Fom 1000 g hose * Line2: Enter the NAME ON INVOICE (if different) * Line2: Enter the NAMEON INVOICE (if different)
Section rferences are o the nteral Revenue Code uniess ofherwice « Form 1090 G varidh: o Line3: Check the box for PARTNERSHIP * Line3: Check the box for OTHER and enter NON-
Fetire sovelopmenta. For e et lormetion st evekprerts e o ) _ «  Line5: Enter your MAILING ADDRESS PROFITSTATUS (501c3, etc)
relsied o Form .9 s s nefructions, such s egelation enacied  pansactons + Part1: Enter EMPLOYER IDENTIFICATION NUMBER * Line5: Enter your MAILING ADDRESS

) ’ ’ = Form 1098-5 (proceeds from real estate fransactions) e Partll: SIGN and DATE (DI ital Sianature acce ted) ° Part1: Enter EMPLOYER IDENTIFICATION NUMBER
Purpose of Form « Form 1099-K (merchant card and third party network transactions) . g g P « Partll: SIGNand DATE (Digital Si ¢ ted)
An individual or entity (Form W-0 requester] who is required to file an » Form 1098 (home mortgage interest], 1098-E (student loan interest), artil: an igital Signature accepte
information retum with the IRS must obtain your correct taxpayer 1098-T ({fuition)
identification number {TIN) which may be your social security numbser + Form 1099-C (canceled debt)

(25N}, individual taxpayer identification number (ITIN), adoption N -
taxpayer identification number (ATIN), or employer identification number Form 1099-A (acquisition or ahandonment of secured property)

e e B e eyt S L P Fling s i Need Help? Internal Revenue (IRS) Resources
refums include, but are not limited to, the following. ff_‘rm__,l do mat return FG'TI'I W—_E? to the requester with a ?TN you_might
+ Form 1096 INT fimerest semed or paic) o oubject to backup withholdig. See What is backup withholding. » |Internal Revenue Service (IRS) = Form W-9 / Instructions

cat. No. 10231X Forn W-8 e 10-2018) * Internal Revenue Service (IRS) — How to complete Form W-9 (Video)
Do Not Return to the IRS - Return to your Buyer * Employer Identification Number (EIN) Verification Letter (147C): 1-800-829-4933 Pa ge 4
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*Not intended for legal or tax advice. Please consult your tax professional or the Internal Revenue Service (IRS) for assistance in completing the IRS W-9 form as needed


https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irsvideos.gov/Individual/Resources/HowToCompleteFormW-9
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mmanager” Automate W-9 Collection
& Management With W-9

Manager

* Get Validated and Complete W-9s

APINHAPPY * Manage W-9 Forms Centrally & Determine 1099

Reportability
e Member Portal with 150 W-9 FAQs
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Vendor Team Resources
Vendor Team Training Pass

Vendor One Rate. Whole Team. Training Solved.
Ask for a Complimentary Session—debra@debrarrichardson.com
Consultation

- - Putting the /7 in h4/py®

Vendor Team Training Pass:
Free Resources:

Vendor Team *  Weekly Thursday Live Training Sessions
www.debrarrichardson.com Training Solved . Weekly Friday Q&A Sessions
Free Vendor Validation Reference List «  Monthly New Frauds & How To Combat
Free Desktop Procedure Template | *  Free eGuide ($39.99 Value)
Free W-8 Expiration Date TraFking Form Vendor Process Team *  Free Templates and Forms: Vendor Setup
Free Live & On-Demand Webinars ; a Trammg Pass Forms, Vendor Communications and Desktop

Procedures (5497 Value)

www.debrarrichardson.com/vendor-team-training Page 27
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mailto:debra@debrarrichardson.com
http://www.debrarrichardson.com/
http://www.debrarrichardson.com/vendor-team-training
https://calendly.com/debrarrichardson/freeconsultation
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Connect With Me

Putting the /7 in h4/py®

Debra R Richardson, vioblle: et s 06
MBA’ APM’ APPM’ CPRS Email . debra@debrarrichardson.com

www.debrarrichardson.com

@APinhAPpy

@debrarrichardson

Putting the AP in hAPpy
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Debra R Richardson, LLC
© 2021-2022 Debra R Richardson All rights reserved

Page 28



http://www.debrarrichardson.com/
http://www.twitter.com/APinhAPpy
http://www.linkedin.com/in/debrarrichardson
http://542629.buzzsprout.com/
http://www.debrarrichardson.com/podcasts
https://www.youtube.com/channel/UCqeoffeQu3pSXMV8fUIGNiw/videos?view_as=subscriber
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Q&A

Your Turn!

debra@debrarrichardson.com
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mailto:info@debrarrichardson.com

