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Step-by-Step Instructions for Completing the W-9 Form
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Introduction to the W-9 Form

What is a W-9 form?

W-9, officially know as the “Request for Taxpayer 

Identification Number and Certification,” is an IRS form 

that is used by a person or a business to provide their 

Taxpayer Identification Number (TIN) to someone who 

needs to report certain types of income paid to that 

person or business. W-9 form is used by contractors, 

freelancers, and self-employed individuals who are not 
permanent employees.



4INTERNAL

Overview of Steps – Detailed Process overview for the W-9 Form

Understanding the W-9 Form 

1 Introduction to the W-9 Form.

2 Purpose of the W-9 Form.

Steps – Instructions for correctly completing the W-9 form

1 Provide the business name.

2 Select the appropriate box to indicate tax status.

3 If applicable, provide exemption payee code.

4 Provide address (street, city, state, and ZIP code).

5 Provide Employer Identification Number (EIN).

6 Using black ink, sign and date the W-9 form to certify that the information provided is accurate and complete.
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Purpose of the W-9 Form

The main purposes of the W-9 form include:

1. Taxpayer Identification Number (TIN) Collection: 

The form is used to collect the TIN from U.S. 

persons/business, which can be either a Social Security 

Number (SSN) or an Employer Identification Number 

(EIN).

2. Information Reporting: Businesses use the 

information on the W-9 to prepare information returns 

such as Form 1099. These forms report various types 

of income other than wages, salaries, and tips, which 

might include dividends, interest, rent, royalties, and 

payments to independent contractors. 

3. Tax Compliance: The W-9 form helps the IRS 

track the income paid to taxpayers and ensure 

that they report this income on their tax returns.

4. Backup Withholding: If a payee fails to 

provide a correct TIN, the payer may be required 

to withhold a portion of the payments for federal 

income tax. This is known as backup 

withholding. The W-9 form helps avoid backup 

withholding by certifying that the TIN provided is 

correct.
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Step 1: Provide full name of business

Explanation: Enter your full legal business name
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Step 2: Select the appropriate box to indicate tax status.

Explanation: Choose the box that matches your federal tax classification, such as Individual/Sole 

Proprietor, C Corporation, S Corporation, Partnership, Trust/Estate, etc.
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Step 3: If applicable, provide exemption payee code.

Explanation: If you are exempt from backup withholding, enter the appropriate code in the Exemptions 

box to indicate your status.
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Step 4: Provide address (street, city, state, and ZIP code).

Explanation: Enter your complete address, including street, city, state, and ZIP code, to ensure you 

receive correspondence and related tax documents.
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Step 5: Provide Employer Identification Number (EIN).

Explanation: Enter your Employer Identification Number (EIN) to ensure accurate identification and reporting of 

income to the IRS.
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Step 7: Using black ink, sign and date the W-9 form to certify that the 

information provided is accurate and complete.

Explanation: This signature confirms your agreement with the information you've provided.
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