[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it as a written procedure for collecting Form W-9 and handling TIN problems for vendors and contractors. Backup withholding is 24% under IRS Publication 15. Check the current IRS requester instructions before use.]
	Item
	Entry

	Business
	[Client Name]

	Owner of the procedure
	[Name, Title]

	Effective date
	[MM/DD/YYYY]



1. Purpose
This procedure makes sure that each payee who may receive a Form 1099 gives a name and taxpayer identification number before the first payment, so the business can file correct information returns and apply backup withholding when it is required.
2. Collecting Form W-9
1. Send Form W-9 or an electronic equivalent to every new vendor before the first payment, with the vendor setup form.
1. Do not set up a vendor for payment until the form is received, unless the vendor is a payee that does not need one, such as a corporation, as you have confirmed from the IRS instructions.
1. Check that the name matches the tax classification, that the form is signed and dated, and that the taxpayer ID is complete.
1. Store the form in the vendor file, with access limited to people who need it.
1. Ask existing vendors to confirm their information every [number] years, and whenever a name, ownership or entity type changes.
3. Checking the number
1. Where eligible, use the IRS TIN Matching service for e-Services to check name and TIN before filing.
1. Record the result and the date in the vendor file.
1. Follow up on every mismatch with the vendor in writing.
4. Backup withholding
1. If a payee does not give a TIN, the business must generally withhold 24% of certain payments, as Publication 15 states.
1. If the IRS sends a CP2100 or CP2100A notice of name and number mismatches, send the first “B” notice with a Form W-9 to each listed payee within the time the IRS allows.
1. Calendar the second “B” notice for a payee that is listed again within three calendar years. The IRS states it must be sent within 15 business days after the CP2100 or CP2100A date or the date it was received, whichever is later, and the payee must answer with a validation from the Social Security Administration or the IRS, not a new Form W-9 (Publication 1281).
1. Report and deposit the amounts withheld, and file the return the IRS requires for them.
5. Records and roles
	Task
	Owner
	Frequency

	Collect and review forms
	[Accounts payable]
	At setup

	TIN check
	[Controller]
	Before year-end filing

	Backup withholding review
	[Controller]
	Each payment run

	Year-end Form 1099 list review
	[Controller]
	January

	Procedure review
	[Owner]
	Annually



Sign-off
	Role
	Name
	Initials
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name, Title]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
