
IRS Form W-9 Simplified Instructions 

The IRS requires every company to report to them each year if an unincorporated business or individual 
receives more than $600 over the course of the year. The way the IRS requires this reporting is through 
the Form 1099. A Form 1099 generally does not need to be issued to any corporations.  However, 
a Form 1099 needs to be issued to all attorneys, regardless of their 
organizational structure.  

In order for us to properly report these payments (file a Form 1099), we 
must have the tax information of the recipient. The IRS has provided a 
way we can do that, and that way is to use Form W-9. All unincorporated 
businesses and individuals are required by law to provide a Form W-9 
upon request. The Form W-9 is completed one time for each 
unincorporated business and individual. 

The Council office will maintain a master list of Form W-9s received on the website for the Conferences 
to reference. Before writing a check to an unincorporated business or individual for any purpose or 
service, the Conference must check the Council’s website to see if the Council office has a W9 on file.  

If the unincorporated business or individual is NOT listed on our website, the Conference MUST request 
a Form W-9 and receive the completed Form W-9 from them BEFORE writing a check.  

NOTE: If the unincorporated business or individual refuses to complete and provide a Form W-9, 
you cannot issue them a check. (Due to heavy IRS penalties, there are NO exceptions) 

The Conferences must keep all Form W-9s together and submit to the Council office with your Monthly 
Reports.  

Exception: All Form W-9s received in December must be provided to the Council office upon 
receipt. The Council office will complete and file all 1099 forms in January of each year. 

  

An unincorporated 
business includes sole 
proprietorships, 
partnerships and 
limited liability 
companies (“LLC”) 



Sample Form W-9. The things you must verify are listed here: 

Revision: The current version of the Form W-9 is November 2017. All previous versions are no longer 
valid. If the Form W-9 received is an earlier version, they must submit with the new version. 

1. This is a required field and must contain the legal name of the submitter.  
2. This is an optional field. It is usually the name the submitter (field 1) is doing business as. This is 

an optional field and is commonly blank. 

Note, the name of the person / business you are writing the check to must be the same as is in either field 
1 or field 2. If the recipient’s name is not the same as one of these fields, then the W-9 submitted is not 
proper for the recipient and is not acceptable. 

3. This is a required field. All that you must verify is that something is checked. 
4. Optional (and not common). You don’t need to verify this field. 
5. Address – Required. 
6. City, state, zip code. Required. A common omission is that the zip code is not provided. Please 

verify the address is correctly entered. 
7. This is an optional field and is commonly blank. 

 

Part I – Taxpayer Identification Number (TIN) – Required. The submitter MUST either enter the 
Employer Identification Number or a social security number.  

Part II – Certification. The submitter MUST sign the form. This is required. The submitter must also date 
the form using the current year.  

 

 

 


