
 

W9 Forms 
 
REQUIRED FORM: W-9 To be completed annually, previous W-9 forms are not acceptable. 
 
Note: We are not tax professionals and cannot advise you on how to prepare this form, the 
purpose of this section is to demonstrate what fields are required for your W-9 form to be 
considered complete and accepted for the Stipend, while highlighting common issues in 
completing the form. If you have issues completing this form, please consult a tax professional. 
 
For your W9 form to be considered complete and accepted for the Stipend: 

Complete all REQUIRED FIELDS:  
 

o 1 – Name: Your Legal Name. (This is the same name you use to file tax returns, and 
will be the name listed on your stipend check) 

 
 
 

o 2 – Business Name (This is NOT your employer) 
 

▪ Only use this field if you are the OWNER of an FCC/FFN/LLC, your tax 
professional has advised you to have your stipend check issued to your 
business, and you want your stipend check issued in your businesses name. 

  
 
 

o 3 – Federal Tax Classification Checkbox (Please select one box) 

▪ Historically, since this is a personal stipend, the Individual/sole proprietor 
or single-member LLC check box has been selected by most applicants. If 
you are unsure on which check box applies to you, please consult a tax 
professional.  
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o 5 – Address (number, street, and apt. or suite no.)

▪ Please make sure to include your complete address, this includes your
STREET ADDRESS, apartment, building, suite, or house number (if
applicable). Your address will be reviewed against postal records to ensure
completeness.

▪ W-9’s and applications will be considered incomplete if they are missing
address details, such as, the Road, Street, Court, Circle, Avenue, Etc.

▪ Please note missing an apartment, building, suite, or house number may
cause your check to be delivered to the wrong address, and the estimated
time to cancel and reissue checks is a minimum of 3-4 weeks.

o 6 – CITY, State, and ZIP Code

▪ W-9’s and applications will be considered incomplete if they are missing 
the CITY, STATE, or ZIP CODE. Please include all aspects of your address

o Part I Tax Identification Number (TIN) (Social Security Number OR Employer
Identification Number)

▪ Please include your full Social Security Number

▪ OR Employer Identification Number: Only use this field if you are the
OWNER of an FCC/FFN/LLC, your tax professional has advised you to have
your stipend check issued to your business, and you want your stipend
check issued in your businesses name.

▪ DO NOT LIST YOUR EMPLOYERS TAX IDENTIFICATION NUMBER UNLESS YOU
ARE THE EMPLOYER

▪ ONLY ONE NUMBER SHOULD BE LISTED ON THE FORM, A SOCIAL SECURITY
NUMBER OR EMPLOYER IDENTIFICATION NUMBER, NEVER BOTH.
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o Part II CERTIFICATION (Certification, Signature and Date)

▪ After verifying the form for correctness and completeness please sign and
date the form. Forms missing a Signature or Date will be considered
Incomplete and unaccepted.

▪ Applications will remain incomplete and unacceptable until a W-9 form
complete will all details is signed, dated, and uploaded to the California
Early Care and Education Workforce Registry.

▪ Dates must include the current month, day, and year to be acceptable.
Incomplete dates missing the month, day or year will be considered
incomplete and unacceptable.

IMPORTANT: 

All applicants must complete and upload a complete New W9 form to the California Early Care 
and Education Workforce Registry by December 18, 2023. All applications missing W9 forms will 
be considered incomplete and denied.  

If your address changes during the program year 07/01/2023 – 06/11/2024, you must notify us 
at ECLstipend@smcoe.org and complete a NEW W-9 form, with your NEW ADDRESS, complete 
details, and UPLOAD the W9 form to the California Early Care and Education Workforce Registry. 
It is important for you to also change your address under your profile details in the workforce 
registry, however, changing these details will not alert us or change the address to which your 
stipend check is mailed. Stipends can only be sent to the address listed on your W9 form that 
we have on file. 

If you have additional questions on how to fill out a W9 form please reference the W9 form with 
included instructions (pages 1-6), this video available on the IRS website or schedule an 
appointment with your tax professionals.  
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