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Hello!  Welcome to the W-9 Website Training presented to you by the State of Florida, Department of Financial Services.
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During our presentation we will discuss why a Substitute Form W-9 is being required for vendors who do business with the State of Florida, the legal basis for collecting it, the impact, both to the State of Florida and to our vendors, and also the benefits to each.Once we understand why the State of Florida will be collecting the Substitute Form W-9, we will look at the website, the means by which this information will be collected.  We are going to learn how to register for the website, how to complete a Substitute Form W-9, how to update the Substitute Form W-9, and how to view or print the Substitute Form W-9.  Additional options we will look at are how to add or update Doing Business As Names, and how to maintain our user profile.  Then we will talk about the Taxpayer Authentication process, what that is and why it is necessary.That will conclude our presentation, but we have included some additional information at the end in the form of links and contact information that you may find useful.  



Substitute
Form W-9
Overview
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First, when is the website going to be available, and why are we requiring vendors to submit a Substitute W-9 Form in order to do business with the State of Florida?



Launch Date: March 
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The W-9 Website was launched during March of 2011.  Prior to the development of this website, vendors had to complete a paper Form W-9 and mail it or fax it to the Vendor Management Section.  The Vendor Management Section would have to review the form and input it into the State’s accounting system. This new website will allow vendors to complete an electronic Substitute Form W-9 and it will be automatically loaded into the State’s accounting system. 



•Requires vendors to provide their correct Taxpayer 
Identification Number (TIN) to Department of Financial 
Services (DFS) who must file information returns with the 
IRS to report certain payments

Internal Revenue Code 
(I.R.C.) Section 6109 –
Identifying Numbers

•3 Percent Withholding Law
•Effective January 1, 2013 
•Requires governments to withhold 3 percent on individual 
payments for goods and services of $10,000 or more 

Public Law 109-222, 
Section 511, Tax 

Increase Prevention 
and Reconciliation Act 

(TIPRA) of 2005 

•Healthcare Reform Bill
•Passed by Congress
•Provision which eliminates corporate exemptions from 
1099 reporting 

Public Law 111-148, 
“Patient Protection and 

Affordable Care Act”
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The W-9 website project was initiated as part of the 3% withholding project, and is necessary to obtain accurate taxpayer information about all of the vendors who do business with the State of Florida. Here are the legal reasons for the need of this website: Section 6109(a)(1) of the Internal Revenue Code (IRC) requires individuals doing business with the State of Florida to provide their correct Taxpayer Identification Number (TIN) to the Department of Financial Services, who must file tax information returns with the IRS. Next, Public Law 109-222, Section 511, the “Tax Increase Prevention and Reconciliation Act of 2005” created Section 3402(t) of the Internal Revenue Code.  This requires all governmental entities spending more than $100 million per year to withhold 3% from vendor payments that are $10,000 or more, for goods and services beginning January 1, 2013.  Finally, Public Law 111-148, the “Patient Protection and Affordable Care Act” eliminates corporate exemptions from 1099 reporting.  Also known as the “Healthcare Reform Act,” this further expanded reporting requirements under Section 6041 of the Internal Revenue Code for payments made after December 31, 2011.  These changes in Federal Law make the acquisition of a Form W-9 or a Substitute Form W-9 with the correct reporting information crucial.



State must obtain Substitute Form W-9 for 
all vendors (over 200,000 vendors)
◦ Automate the submission of Substitute Form W-9

Vendors will need to submit a valid 
Substitute Form W-9 to State of Florida 
◦ Prior to first order or purchase

Business Designation section will expand to 
align with requirements of 3 percent 
withholding draft regulations

IRS TIN matching will be used for validation
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What will the impact of these laws be to the State of Florida and our vendors? 



State must obtain Substitute Form W-9 for 
all vendors (over 200,000 vendors)
◦ Automate the submission of Substitute Form W-9

Vendors will need to submit a valid 
Substitute Form W-9 to State of Florida 
◦ Prior to first order or purchase

Business Designation section will expand to 
align with requirements of 3 percent 
withholding draft regulations

IRS TIN matching will be used for validation
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The State of Florida will be heavily impacted as we will need to obtain new Form W-9s from all vendors doing business with the state.  This includes vendors who previously filed a paper Form W-9 with the State.  In order to handle the collection of these forms, we have automated the submission of the Substitute Form W-9 through the new website.Our vendors will also be directly impacted.  They will need to submit a valid Substitute Form W-9 to the State prior to submission of their first order or purchase so that withholding can be properly credited to the IRS and 1099 reporting will be accurate.  Also, payments will not be processed to vendors who haven’t completed the electronic submission of the W-9 form.  Remember, ALL vendors must submit electronically, even those who previously had submitted a paper form.In order to align with requirements of the 3 percent withholding draft regulations, the Form W-9 will change as well.  The Business Designation section will be expanded to include a designation for Indian Tribal Governments, and to request additional  information for pass-through entities, such as S-Corporations and Partnerships.Last, although the submission of the Form W-9 is automated, this does not eliminate the need to validate the information provided.  Therefore, the Department of Financial Services will now participate in the IRS TIN Matching Program to ensure that we have correct taxpayer information on file.                                                  



Compliance 
with 
Federal 
Laws

Accurate 
Form 
1099 
reporting

Criteria for 
backup 
withholding

Efficient 
means of 
submission

Timely 
submission 
and 
processing
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We believe the new website will have some benefits as well.First, it ensures compliance with Federal laws, for both the Department of Financial Services and our vendors; therefore, no assessment of penalties from the IRS.It also assists with accurate Form 1099 reporting.   In addition, it will help us determine whether payments are subject to backup withholding.  If a payment is subject to backup withholding, it will not be subject to 3% withholding.By automating the form, the process is more efficient for our vendors and will result in fewer errors.Finally, timely submission and processing means that orders and payments can begin taking place more quickly.



W-9 Website 
Overview

W-9 Website 
Overview

Presenter
Presentation Notes
Next we will provide you with an overview of the new website and provide instructions on how to use it. 
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This is the Department of Financial Services Vendor Portal.  This page provides information and links to items relevant to the State of Florida vendors.  You will be able to use this site to register and electronically submit a Florida Substitute Form W-9. For layout and technical purposes, this site was designed to be used with Internet Explorer 8 or Mozilla Firefox.  If you use a browser that is not supported by the website, certain pages may not display correctly and certain features may not work properly for you.If you have not yet registered, click on “Register Now” from the Vendor Portal Screen to access the “Profile Registration” screen.Once you have gone through the initial registration, you will also be able to sign on.On the left side of the page you will find additional information, web links and pdf documents that may be helpful.  The informational links at the top are also found on the Vendor Options Page.  I will describe each of them when we look at the Vendor Options Page.



Taxpayer Identification Number (TIN)

IRS Name on Federal Income Tax Return

Vendor Contact Information 

Password

Two Step Process:

Step 1:  Complete the W-9 Profile Registration form online.  
Here are the requirements:
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Submitting the electronic Substitute Form W-9 is a two step process.  The first step is registration.  There are four main requirements to complete a W-9 Profile Registration.First, the Taxpayer Identification Number (TIN) is a 9 digit number assigned by the Federal Government.  It is also known as a Federal Employer Identification Number, or FEIN, for a business or as a Social Security Number, or SSN, for an individual and this number identifies the entity to the Internal Revenue Service. If the registering entity is a foreign entity without a FEIN or SSN, they will need to contact Department of Financial Services to obtain a valid Vendor ID number. Second, the IRS Name must be the same as registered with the Internal Revenue Service (IRS) or the Social Security Administration (SSA). The IRS Name on the Form W-9 must match the entity name provided to the IRS for income tax reporting.  Third, you must provide vendor contact information.  This will include your name, title, phone number, and email address.  You are required to enter your email address twice, in exactly the same way. This will ensure that we have accurate information.Fourth, you will be required to create a password when registering.  It must be entered twice, in exactly the same way.  In addition to the password, you will be required to create a password hint. The password hint should be something to help you remember your password in case you forget it and it cannot be the same as your password.  
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Let’s look at the “Profile Registration” screen.You will need to complete the required fields, which are marked with a red asterisk.First, select which Taxpayer Identification Number type you use and then type the 9 digit Federal Employer Identification Number or Social Security Number.The next required field is the IRS name. Enter the IRS name corresponding to the Taxpayer Identification Number that you have just entered. This must be the name shown on your tax return.  Our spacing can only accommodate 40 characters, so input the first 40 characters shown on the tax return – DO NOT ABBREVIATE  unless this is the format used on your tax return.In the Contact Information, please provide your name, first and last, Title (this is required for business entities),  Phone number with extension if applicable, and email address.  The email address must be entered twice in exactly the same way. **Only one contact per Taxpayer Identification Number is allowed**There are password requirements that you must adhere to. Please make sure to read through the password information carefully.Once you have read through the requirements, create a password and enter it twice in exactly the same way.  After you have created a password, enter a password hint to help you remember the password. The hint can not be the same as the password.You have the option to check the password that you created.  After you have created a password and password hint, click on “Check Password” to see if your password meets the requirements and is valid.This is the password you will use to sign on from the Vendor Portal page, so please make note of your password.  The field where you will input the password IS case sensitive.  When you have entered your information correctly, click on “Register.” If all requirements were met, you will receive an email with a User ID.  If you do not receive an email from the Department of Financial Services within four hours, please check your Spam folder.  You will use the User ID and the password that you just created to sign on at the Vendor Portal Page and to submit your Substitute Form W-9.



Step 2: Once registration is processed, an email is sent to user  
along with a User ID and instructions on how to 
enter W-9 information. Here are the requirements to 
complete a Substitute Form W-9:

A “Doing Business As” (DBA) name (Part 1)

Primary mailing address (Part 1)

Business Designation (Part 2)

Certification Statement (Part 3)

Presenter
Presentation Notes
Once you have received the email from the Department of Financial Services assigning  your User ID, you will use the User ID and password, which you created during registration, to log-on and complete and submit the electronic Substitute Form W-9.  This is the second step of the Substitute Form W-9 submission process.There are four main requirements, and three parts, to completing a Substitute Form W-9.First, in Part 1 of the Substitute Form W-9, you have the option of entering a Doing Business As Name. You can only input one DBA name in this field.  If you need to enter more than one DBA name for your business, we can do this using the Add/Update DBA Names option located on the W-9 Main Menu, which is available after you have submitted your form.Second, Part 1 also requires you to enter your primary address.  The primary address is the address where the 1099 information is sent.  This may be different from your physical location or the remittance address.Third, in Part 2, you are required to select one of 13 Business Designations, that accurately describes the business or the individual.  If you are unsure of your business designation, please contact your legal or tax advisor.Finally, Part 3 is the Certification Statement.  This is where you will be required to certify that the information you have entered is correct.
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Let’s look at the Vendor Portal page again; this time we will use it to sign on.  Click on “Click here to sign On.”
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To sign on, you will use the User ID that was provided in the e-mail you received upon registration.  This field is not case sensitive.  Note that your MFMP User ID will NOT work for this website.The password is the same password you created during your registration.  If you forget your password, please click on the “Help! I forgot my password!” link. You must have your User ID entered before you click on this link or you will be instructed to do so. A message will appear with your password hint.  Remember, the Password field IS case sensitive.If, after seeing your password hint, you are still unsure, please contact the Vendor Management Section to have your password reset.  After three unsuccessful attempts, your password will be revoked. In order to have your password reset, please contact the State of Florida, Department of Financial Services, Vendor Management Section.  We will issue you a temporary password.  Use the User ID number and the temporary password to sign on.  You will be directed to a new page where you will create a new password, along with a new password hint.  Once you have signed on successfully with your User ID and new password, you will be directed to the Vendor Options page.
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Once you sign in, you will be directed to the Vendor Options page. This page provides information and links to items that may be important to our vendors.  These links are the ones we first saw on the Vendor Portal Page.  The Form W-9 Main Menu link will allow you to complete and submit or update your Substitute Form W-9.  This option will also allow you to update your profile information.The second option is the 3% Federal Withholding Informational Website link.  This provides information on the State of Florida’s implementation of the Federal requirements to withhold 3 percent on most vendor payments beginning on January 1, 2013.Next, is the Payment History for Vendors link.  Here you are able to view payments, both warrants and EFT payments, from the State of Florida.The Direct Deposit (EFT) for State Payments  link will link you to the Direct Deposit webpage where you have the option to print a Direct Deposit Authorization Form.  The Department of Financial Services currently has a program in place to encourage vendors to receive their payments via Electronic Funds Transfer.The last link you see on this page is the MyFloridaMarketPlace (MFMP) link.  This is the State’s online purchasing program. In order to do business with the State of Florida, vendors are required to register with MFMP.  Today we will only be looking at the “Form W-9 Main Menu” link.  This is where you will go to complete the Substitute Form W-9.
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Once you have selected Form W-9 Main Menu from the Vendor Options page, the Main Menu will appear. This screen contains options available to you before you have completed a New Substitute Form W-9.Prior to completing the form, you can review the Form W-9 requirements.This screen will also display the status of your Substitute Form W-9.  Notice, we have not yet submitted a Substitute Form W-9 to the State of Florida.We have some additional options on this page.  The first one is to Complete a New Substitute Form W-9, the second one is to Maintain our User Profile, and the third option allows us to Logout of the W-9 System. Right now, let’s select option one, to Complete a New Substitute Form W-9.



Required Fields Optional Fields
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Once you have selected the “Complete New Substitute Form W-9” option, you will be directed to Part 1 of the Substitute Form W-9. Some of the fields will pre-populate.  Notice that your Taxpayer Identification Number is pre-populated in a protected field.  You will NOT be able to change this information.The IRS Name will pre-populate as well. You are able to change the IRS name, however, please remember that this is the name that will be used for IRS TIN Matching so it MUST match the name on your IRS tax return.  In the primary address field, you must select whether you are entering  a United States address or a Foreign address.  Then you will input the address where the 1099 information should be sent.We also have some optional fields on this screen.You have the option of entering a Doing Business As Name for your business here. Notice that you can only input one Doing Business As name in this field. If you need to add additional DBA names for your business, we will use the  Add/Update DBA Names option located on the W-9 Main Menu, which is available after you have submitted your form.Attention of and In Care of are some optional fields you may want to use when inputting your address.



If unsure, contact your legal or tax advisor
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In Part 2, you will need to select a Business Designation from the list that accurately describes your business type, or identifies you as an individual.You can click “here” if you need the definitions for these business types.Please note that if you select Limited Liability Company, you will have to further select one of four types.If you select S Corporation or Partnership, you will automatically be required to answer the question, “Is 80% or more of this entity owned by a government entity that is required to withhold under Section 3402(t)(1), a tax exempt entity or a foreign government?”If you are still unsure after reading the definitions, please contact your legal or tax advisor.
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Next we have Part 3.  This is the Certification Statement, where you are going to certify that all of the information you are submitting on the Substitute Form W-9 is accurate. First, you must select whether or not you are subject to backup withholding.  If you are subject to backup withholding, then you are not subject to 3% withholding.   You may click here for an explanation of Backup Withholding.Next, you will enter the Preparer’s Name.  This is a required field.  You will enter the first name and then the last name.The Preparer’s Title is a required field if you are completing this form for a business.  The telephone number and the email address will pre-populate with the information that was entered when you registered.  But you are able to make necessary changes to these fields.Next you will enter your password.  Your password serves as your electronic signature and certifies that all of the information on the Substitute Form W-9 is correct.  Please review all the information you have entered on the form to ensure it is accurate.Once you have entered all of the necessary information, you may click on the submit button to save your changes and return to the W-9 Main Menu.  After you have submitted the form, you will not be allowed to make any changes to the Form W-9 until it has completed the IRS TIN Matching process.  This may take up to four days.If you do not want to submit the form, you may click on the “Cancel” button.  Your changes will not be saved, and you will be returned to the W-9 Main Menu.
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If you click on option 2, “I am subject to backup withholding,” this message will appear.  Click OK to continue.
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Once you have submitted your Substitute Form W-9, you will be returned to the W-9 Main Menu.  Notice that our status has changed.  It now reads, “Your IRS Name/TIN combination as been submitted to the IRS and is pending verification.  We will email you as soon as your results are returned from the IRS.”  This process can take up to four days.  Notice that after we have submitted our Substitute Form W-9, we no longer have the option to complete a new form.  We have three new options we did not previously see.  These are Update Substitute Form W-9, View or Print Substitute Form W-9, and Add or Update Doing Business As Names.  In addition, we still have the options to Maintain the User Profile, or Logout of the W-9 System.  We will talk about each of these options on the next several slides.  



Vendors may change any information except for TIN

IRS Name or TIN change will require resubmission

If IRS Name change, MFMP vendors must update 
their 1099 Name in MFMP

Must re-enter password in Part 3

Changes to Doing Business As (DBA) Name must be 
made using the Add/Update DBA Name option on the 
W-9 Main Menu
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If you choose the option to Update your Substitute Form W-9, you may change any information on the form, except for the Taxpayer Identification Number.  If you find that a change must be made to the Taxpayer Identification Number, you must contact the Department of Financial Services, Vendor Management Section.  This will require that your current Substitute Form W-9 be inactivated, and a new form be submitted with the correct Taxpayer Identification Number.  In addition, a new registration will be required by MyFloridaMarketPlace (MFMP).  You will need to inactivate the incorrect Taxpayer Identification Number, and re-register using the correct Taxpayer Identification Number.You may change the IRS Name, but any change to the IRS Name or Taxpayer Identification Number will require resubmission through the IRS TIN matching process.  If you do change the IRS Name, and the change results in something different than the MFMP 1099 Name, then you will need to update your 1099 name on the MFMP website.After you have made any changes to the Update form, your password is still required on Part 3 to certify that the information you have input is accurate.Remember, if you need to add or change any Doing Business As Names, you would not do it on this Update screen.  We would use the Add/Update DBA Names option on the W-9 Main Menu.
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Another option available to you once your form is submitted is the View/Print Substitute Form W-9 option.  If you choose this option, your completed form will appear in pdf format for you to view or print.  This is a sample of what your completed form would look like.



Corporations or businesses may have a 
Doing Business As designation: 

File taxes under one name, but have another 
name they are known as in the community

Changes to DBA will not require 
resubmission of TIN Matching

Can add, delete, or change multiple DBA 
names
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You will choose the Add/Update Doing Business As Names option from the W-9 Main Menu if you need to manage any of your Doing Business As Names.  Corporations or businesses may have one or more of these.  Remember, this is when you file taxes under one name, but have another name that you are known as in the community. Any additions or changes to the DBA will not require resubmission through the IRS TIN Matching process.  You can also add, delete, or change multiple Doing Business As Names on this screen.
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Now let’s take a look at the Add/Update Doing Business As Names screen.Your Taxpayer Identification Number and IRS Name will display at the top of the screen.If you did not input a Doing Business As Name when you submitted your initial Substitute Form W-9, then no names will pre-populate on this screen.You may add one or more Doing Business As Names on this screen.  To add a name, you would type it in the “Add Business Names” field.  If you have additional DBA names to add, you would click on “Add More”.  You are able to add up to 13 Business Names at a time.  Once you have added 13 names, you will be instructed to save your changes by selecting “Apply Changes,” which will return you to the W-9 Main Menu.  You can then select the  “Add/Update DBA Names” option again if you need to go back and add more Doing Business As names.You can manage your already saved Doing Business As Names by using the delete and change options.  If you select “Change” you will be able to type over to update that DBA name.  If you select “Delete” that Doing Business As Name will be deleted.  These changes will not take place until you have selected the “Apply Changes” button. If you do not wish to make any changes, you may select the “Reset Page” button.  This will clear any changes you made, and the page will be ready for you to begin again.
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Now that we have discussed how to create and update your Substitute Form W-9, let’s talk about how to maintain your user profile. 
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If you choose “Maintain User Profile,” you will come to the Profile Maintenance Menu.  Here you have several options.  You have the option to change your password, change your email address, update your contact information, or return to the W-9 Main Menu.  Any changes you make using the Profile Maintenance Menu will prompt an email to be sent, notifying you that changes were made.  Let’s look at each of these screens.
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From your Profile Maintenance Menu, the Change Password option will bring you to the Password Maintainence screen.  This page allows you to change your password information.The password requirements are reiterated on this page.You must first enter your current password.  This helps to ensure that only authorized persons are able to change your profile information.Next, you must enter your new password twice, in exactly the same manner.  Once you have done that, you will be required to enter a new password hint.  Remember, your password hint cannot be the same as the password, but should help you remember what your password is.Please make note of any changes to your pasword, as this new password will be required for you to sign on from the Vendor Portal page in the future.  The field where you input the password IS case sensitive.Once you have made your changes, you may click on “Apply Changes” to save your changes.  If you do not want to save your changes, you may click on “Cancel”. Your changes will not be saved, and you will be returned to the Profile Maintenance Menu.
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If you select the “Change Email Addess” option, you will come to the “Email Address Maintenance” page.  This page will allow you to update or change your email information.Your current email address will display at the top of the screen.To change the email address on your profile, you would need to enter the new email address twice, in exactly the same manner. You will also be required to input your password.  This helps to ensure that only authorized persons are able to make changes to your profile information. In order to save your changes, you would click on “Apply Changes”.  If you do not wish to save your changes, you would click on “Cancel”, your changes would not be saved, and you will be returned to the Profile Maintenance Menu.   
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If you click on Update Contact Information, you will get the Contact Information Maintenance screen.  This page will allow you to change or update your name, title, or phone number information.  Your current Contact Information will display at the top of the screen.You only need to input the information you wish to change.  For example, if you only need to update your phone extension, you would only input the correct data in the extension field.You will be required to input your current password.  Then you can click the “Apply Changes” button to save your changes. If you do not wish to save your changes, you could click on the “Cancel” button, and you will be returned to the Profile Maintenance Menu.
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Now that we have discussed the W-9 website and how to submit information, let’s discuss the Taxpayer Authentication process.  Once the Department of Financial Services has collected your Taxpayer Identification Number and IRS Name from the W-9 form, we must authenticate this information.  We do this through a process called Internal Revenue Service Taxpayer Identification Number Matching process, also known as IRS TIN matching.



State of Florida participates in IRS TIN Matching 
Program
◦ Nightly load of all of the Substitute Form W-9 adds or name 

changes will check the TIN against the IRS Name/TIN combination 
contained in the IRS database

Vendor will receive one of three responses via email
1. IRS Name and TIN combination match IRS records and vendor 

account will be activated
2. TIN submitted has not been issued to any entity; therefore, it is 

invalid
Contact DFS Vendor Management Section 

3. IRS Name and TIN combination does not match IRS records
Check IRS Name, if error is found, correct form and resubmit

Status will also appear on the W-9 Main Menu
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What is TIN Matching?The IRS runs a program that allows preparers of 1099s, including the State of Florida, to ensure that they have the correct taxpayer information on file. Your Taxpayer Identification Number and IRS Name, from the Substitute Form W-9, will be verified against the IRS’ records.  This happens before your W-9 is activated with the State of Florida.  This process can take up to four days.Once the IRS TIN Matching process is complete, you will receive one of three responses via email from the Department of Financial Services.The first possible response you may get is: Your IRS Name/TIN combination match IRS records. Based on this match, we have activated your vendor account.  Therefore, no further actions are required at this time.The second possible response you may get is that:The TIN you submitted has not been issued to an entity therefore it is invalid.  If you receive this response, please review your records to verify your Taxpayer Identification Number is correct.  You may need to contact the Vendor Management Section.The third possible response that you may receive is that:The IRS Name/TIN combination you submitted does not match.  If this is the response you receive, please review your records.  If an error is found, you may go into and update your form to resubmit it with the correct information.  Remember, if the error is with your Taxpayer Identification Number, this cannot be changed on your Substitute Form W-9.  You will need to contact the Vendor Management Section to have your form inactivated.  A new form with the correct TIN would need to be submitted. In addition to receiving the email response, remember that your status will also be updated on the W-9 Main Menu.
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Thank you for joining us for this presentation.  We’ve discussed why the State of Florida is implementing the new W-9 website, as well as how to use the new form and features.  Following are some links and contact information you might find useful.



Vendor Portal
• https://flvendor.myfloridacfo.com

3% Withholding Requirement
• http://www.myfloridacfo.com/aadir/IRS3Percent

Withholding.htm

MFMP
• http://dms.myflorida.com/business_operations/

state_purchasing/myflorida_marketplace/mfmp_
vendors



Vendor Management Section 
◦ FLW9@myfloridacfo.com
◦ (850) 413-5519
MFMP Vendor Help
◦ VendorHelp@MyFloridaMarketPlace.com
◦ 1-866-352-3776

mailto:FLW9@myfloridacfo.com
mailto:VendorHelp@MyFloridaMarketPlace.com


Thank you for joining us for the W-9 
Website Training

Thank you!
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Thank you for joining us for the W-9 Website Training.  
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