SECTION 00 54 00
AGREEMENT FORM SUPPLEMENTS

PART 1 - GENERAL
1.01 DESCRIPTION

Utilize the State of Tennessee’s, Department of Finance & Administration, Supplier Direct Deposit
Authorization form and the Internal Revenue Service’s (IRS) Form W-9. See a copy of these forms
provided following this specification section for information purposes only.

Below are the links for the Supplier Direct Deposit Authorization form and Form W-9. On the Supplier
Direct Deposit Authorization link, scroll all the way down the page to Vendor (Supplier/Bidder) Information;
double click on Supplier Direct Deposit Authorization.

The link to the new Supplier Direct Deposit Authorization form and instructions on the Division of Accounts
website is http://www.tn.gov/finance/article/fa-accfin-swa.

You can find the official IRS Form W-9 form at https://www.irs.gov/pub/irs-pdf/fw9.pdf

END OF SECTION
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STATE OF TENNESSEE Mail the ORIGINAL form to the

DEPARTMENT OF FINANCE & ADMINISTRATION address below. Mark the outside
SUPPLIER DIRECT DEPOSIT AUTHORIZATION of the envelope “CONFIDENTIAL".
(NOT WIRE TRANSFERS) State of Tennessee

Attn: Supplier Maintenance

21st Floor WRS Tennessee Tower
312 Rosa L Parks Ave

Nashville, TN 37243

SECTION 1: TYPE OF REQUEST

gﬁ\;vnge Existing Account: Enter Existing Routing No: Existing Account No:
SECTION 2: ACCOUNT HOLDER INFORMATION
Name (as shown on your income tax return):
Business Name, if different from above: %
Federal Employer Identification Number (FEIN): or Social Security Number (SSN

Enter the address that should be associated with the account number::

Address Line 1:

Address Line 2:

City:

Contact Name: elepRone:

Enter the email address to which the remittance advices sho be routed:

Email:

SECTION 3: AUTHORIZATION

Are payments deposited into this account subj eing transf i entirety, to a financial institution outside of the
United States? Yes No

Account Type: Checking Savings

Financial Institution Name: Q
Routing Number: Account N \V

| authorize my financial institution to verify any inf jon previded on this form with the State of Tennessee. | also authorize the state
to initiate credit entries and to initiate if necessary, debitntries and adjustments for any credit entries in error, to my account indicated
above. This authorization will remain in effect state has received written notification of its termination and has adequate time
to act upon the request.

Authorized Signatory Printed Nam

Authorized Signature: Date:

SECTION 4: FINANCIA

Representative
Signature:

Date:

Business Phone Number:

City: State: Zip Code:

FA-0825 (Rev. 4/16) RDA SW20



STATE OF TENNESSEE

DEPARTMENT OF FINANCE & ADMINISTRATION

SUPPLIER DIRECT DEPOSIT AUTHORIZATION INSTRUCTIONS
(NOT WIRE TRANSFERS)

p

As a supplier to the state of Tennessee you are offered the security and convenience of having payments automatically deposited into

your bank account. The Supplier Direct Deposit Authorization is required to process payments electronically. The information on this \
form is confidential and subject to verification by the state. The completed form must contain original signatures and be received by the

state in a timely manner. Electronic signatures are not accepted.

SECTION 1: TYPE OF REQUEST O
e Check the appropriate box.
o New: Initial set up of supplier direct deposit.

0 Change Existing Account: Bank account information will not be changed unless the existinggfoutin d
account numbers currently on file with the state have been entered.

SECTION 2: ACCOUNT HOLDER INFORMATION 6

@ rity Number (SSN)

infofmation already on file

e The Name, Business Name, and Federal Employer Identification Number (FEIN) or
on the Supplier Direct Deposit Authorization form must match the W-9 submitted,
with the state.

e Enter the address that should be associated with the accouht flumber identifi ion 3. For example, if the
ch

business has different locations, each with separate courttg, enter th ess of the location to which this

b
account applies. If the account is to be added to muliiple ad ses, list dress on an additional sheet.

atoRy on the ac

SECTION 3: AUTHORIZATION
e Allfields in this section must be comp, § V
ION

SECTION 4: FINANCIAL INSTITUTION VE

e Enter the contact information of an authorized

e This section must be completed by the finan @ jtition representative.

Mail the ORIGINAL form to the address bel N ne outside of the envelope “CONFIDENTIAL".

State of Tennessee

Attn: Supplier Maintenance v
21st Floor WRS Tennessee Tower

312 Rosa L Parks Ave

Nashville, TN 37243 Q~
Cancellation of Direct v@

To cancel direct d i, mail a written request to the address above. The request must contain the payee’s name, FEIN or
SSN, routing and t numbers, that matches the information already on file with the state, and an original signature of an
authorized gj

Shoul Bany guestions or need assistance, contact Supplier Maintenance at 615-741-9745.

O



Form w-g Request for Taxpayer Give Form to the

(Rev. October 2018) Identification Number and Certification requester. Do not
Department of the Treasury send to the IRS.
Internal Revenue Service » Go to www.irs.gov/FormW9 for instructions and the latest information.

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2 Business name/disregarded entity name, if different from above

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (codes apply only to
following seven boxes. certain entities, not individuals; see
instructions on page 3):

] individual/sole proprietor or Oc Corporation Os Corporation O Partnership [ Trust/estate
single-member LLC Exempt payee code (if any)

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) »

Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check | Exemption from FA
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is

another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

|:| Other (see instructions) »
5 Address (number, street, and apt. or suite no.) See instructions. Requester’s name and ad

code (if any)

Print or type.
See Specific Instructions on page 3.

6 City, state, and ZIP code

7 List account number(s) here (optional)

Part | Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the na

<*
iven on line 1 to avo

Social security number

backup withholding. For individuals, this is generally your social security n N). Howeveg, for a

resident alien, sole proprietor, or disregarded entity, see the instruction r. For othe - -

entities, it is your employer identification number (EIN). If you do not hai mber, see H e

TIN, later. or

Note: If the account is in more than one name, see the instructions Also see What eand | Employer identification number

Number To Give the Requester for guidelines on whose num enger.

IEZl  Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpay: Bof | am waiting for a number to be issued to me); and

2. 1 am not subject to backup withholding because: (a) | am exemp ackup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a re: il8pe to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. 1am a U.S. citizen or other U.S. person (defined below,
4. The FATCA code(s) entered on this form (if any) indi

Certification instructions. You must cross out item
you have failed to report all interest and dividends on
acquisition or abandonment of secured propertyggean
other than interest and dividends, you are not re:

n
h:m exempt from FATCA reporting is correct.

have been notified by the IRS that you are currently subject to backup withholding because
return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

ion‘of debt, contributions to an individual retirement arrangement (IRA), and generally, payments
sign the certification, but you must provide your correct TIN. See the instructions for Part I, later.

Slgn Signature of
Here U.S. person >

Date >

* Form 1099-DIV (dividends, including those from stocks or mutual

General Instruc

funds)
Section references are t Revenue Code unless otherwise  Form 1099-MISC (various types of income, prizes, awards, or gross
noted. proceeds)
Future developm the latest information about developments o Form 1099-B (stock or mutual fund sales and certain other
related to Form W- instructions, such as legislation enacted transactions by brokers)

after they weri )
* Form 1099-S (proceeds from real estate transactions)

Purpose * Form 1099-K (merchant card and third party network transactions)
An ingi8ual or erftity (Form W-9 requester) who is required to file an  Form 1098 (home mortgage interest), 1098-E (student loan interest),
infq eturn with the IRS must obtain your correct taxpayer 1098-T (tuition)

tion Number (TIN) which may be your social security number ¢ Form 1099-C (canceled debt)

iden
S gividual taxpayer identification number (ITIN), adoption I
ayer identification number (ATIN), or employer identification number * Form 1099-A (acquisition or abandonment of secured property)
o report on an information return the amount paid to you, or other Use Form W-9 only if you are a U.S. person (including a resident
amount reportable on an information return. Examples of information alien), to provide your correct TIN.
returns include, but are not limited to, the following. If you do not return Form W-9 to the requester with a TIN, you might
e Form 1099-INT (interest earned or paid) be subject to backup withholding. See What is backup withholding,
later.

Cat. No. 10231X Form W=-9 (Rev. 10-2018)



Form W-9 (Rev. 10-2018) Page 2

By signing the filled-out form, you: Example. Article 20 of the U.S.-China income tax treaty allows an
1. Certify that the TIN you are giving is correct (or you are waiting for a exemption from tax for scholarship income received by a Chinese
number toybe issued) y gving (ory 9 student temporarily present in the United States. Under U.S. law, this
’ student will become a resident alien for tax purposes if his or her stay in

2. Certify that you are not subject to backup withholding, or the United States exceeds 5 calendar years. However, paragraph 2 of
3. Claim exemption from backup withholding if you are a U.S. exempt the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
payee. If applicable, you are also certifying that as a U.S. person, your the provisions of Article 20 to continue to apply even after the Chinese
allocable share of any partnership income from a U.S. trade or business student becomes a resident alien of the United States. A Chinese
is not subject to the withholding tax on foreign partners' share of student who qualifies for this exception (under paragraph 2 of the first
effectively connected income, and protocol) and is relying on this exception to claim an exemption from tax
4. Certify that FATCA code(s) entered on this form (if any) indicating on his or her scholarship or fellowship income would attach to Form
that you are exempt from the FATCA reporting, is correct. See What is W-9 a statement tha.t includes the information described above to
FATCA reporting, later, for further information. support that exemption.
Note: If you are a U.S. person and a requester gives you a form other If you are a nonresident alien or a foreign entity, give the requestg
than Form W-9 to request your TIN, you must use the requester’s form if appropriate completed Form W-8 or Form 8233.
it |s-SL-Jt.>stant|aI|y similar to this Form W-9. Backup W|thhold|ng
Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are: What is backup withholding? Persons making cegidin pay to you
o An individual who is a U.S. citizen or U.S. resident alien: must under certain conditions withhold and pay td§he, % of such
"~ "~ ’ payments. This is called “backup withholding ntsgthat may be
* A partnership, corporation, company, or association created or subject to backup withholding include intere t interest,
organized in the United States or under the laws of the United States; dividends, broker and barter exchange trans: ns,ents, royalties,
* An estate (other than a foreign estate); or nonemployee pay, payments made in g€ttle ayment card and
e A domestic trust (as defined in Regulations section 301.7701-7). f)hg;c:aaﬁrg geet;/;/ er‘;;{:r;f;:;f(;isé andr ggir;ti;g?a;mhmg boat
Special rules for partnerships. Partnerships that conduct a trade or withholding.
t)usmedss in thtt_e Un;ffestates a;e g_enerallr}[/ reql’,urﬁd to p;ayffa v;qthlpoldmg You will not be subject to ithholding on payments you
ax unaer section 1446 on any foreign partners: snare ot etiectively receive if you give the re youg correct TIN, make the proper
connected taxable income from such_busmess. Further, in certain cases ifi®ations, and repo 3ble interest and dividends on your
where a Form W-9 has not been received, the rules under section 1446 retur
require a partnership to presume that a partner is a foreign person, and . . . L
pay the section 1446 withholding tax. Therefore, if you are a U.S. person Payigents you regeive Will b€ subject to backup withholding if:
that is a partner in a partnership conducting a trade or business in the 1. You do r r TIN to the requester,
United States, provide Form W-9 to the partnership to establish your ) .. : : "
U.S. status and avoid section 1446 withholding on your share of Pazrt. I\I(?gr%t o rtify your TIN when required (see the instructions for

partnership income.

In the cases below, the following person must give Form ¥
partnership for purposes of establishing its U.S. status and
withholding on its allocable share of net income from theag
conducting a trade or business in the United States

¢ In the case of a disregarded entity with a U.S. own
of the disregarded entity and not the entity;

3, The IRS tells’the requester that you furnished an incorrect TIN,

4. IRSytells you that you are subject to backup withholding
us did not report all your interest and dividends on your tax
. Yo

\ r reportable interest and dividends only), or
Ay S. owner u do not certify to the requester that you are not subject to
up withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding.
See Exempt payee code, later, and the separate Instructions for the

generally, the U.S. grantor or other U.S. owner of the grantor tr
not the trust; and

¢ In the case of a U.S. trust (other than a grantor trust), th€ U.SNgus Requester of Form W-9 for more |nf0r'mat|on..

(other than a grantor trust) and not the beneficiaries o ust. Also see Special rules for partnerships, earlier.

Foreign person. If you are a foreign person or thed).S. bran8 of a H H 2

foreign bank that has elected to be treated as a U. n, do not use What is FATCA Reportlng -

Form W-9. Instead, use the appropriate Form rm'8233 (see The Foreign Account Tax Compliance Act (FATCA) requires a

Pub. 515, Withholding of Tax on Nonresident
Entities).
Nonresident alien who becomes a y€8i . Generally, only a

f a tax treaty to reduce
e. However, most tax

d Foreign participating foreign financial institution to report all United States
account holders that are specified United States persons. Certain
payees are exempt from FATCA reporting. See Exemption from FATCA
reporting code, later, and the Instructions for the Requester of Form
W-9 for more information.

treaties contain a provision k ay. saving clause.” Exceptions s .
specified in the saving claus mit an eiemption from tax to Updatlng Your Information
continue for certain typ 2ven after the payee has otherwise You must provide updated information to any person to whom you
become a U.S. residegfali purposes. claimed to be an exempt payee if you are no longer an exempt payee
If you are a U.S. alien who is relying on an exception and anticipate receiving reportable payments in the future from this
contained in the savi e of a tax treaty to claim an exemption person. For example, you may need to provide updated information if
from U.S. tax iy pes of income, you must attach a statement you are a C corporation that elects to be an S corporation, or if you no
to Form W-9¢hatSpecifies the following five items. longer are tax exempt. In addition, you must furnish a new Form W-9 if
1. The treZNe . Generally, this must be the same treaty under the name or TIN changes for the account; for example, if the grantor of a
which claime®@exemption from tax as a nonresident alien. grantor trust dies.

eaty article addressing the income.

" article number (or location) in the tax treaty that contains the Penalties
guse and its exceptions. Failure to furnish TIN. If you fail to furnish your correct TIN to a
type and amount of income that qualifies for the exemption requester, you are subject to a penalty of $50 for each such failure

unless your failure is due to reasonable cause and not to willful neglect.

. Sufficient facts to justify the exemption from tax under the terms of Civil penalty for false information with respect to withholding. If you
the treaty article. make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account
maintained by a foreign financial institution (FFI)), list first, and then
circle, the name of the person or entity whose number you entered in
Part | of Form W-9. If you are providing Form W-9 to an FFI to document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-9.

a. Individual. Generally, enter the name shown on your tax return. If
you have changed your last name without informing the Social Security
Administration (SSA) of the name change, enter your first name, the last
name as shown on your social security card, and your new last name.

Note: ITIN applicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the same as the
name you entered on the Form 1040/1040A/1040EZ you filed with your
application.

b. Sole proprietor or single-member LLC. Enter your individual
name as shown on your 1040/1040A/1040EZ on line 1. You may enter
your business, trade, or “doing business as” (DBA) name on line 2.

c. Partnership, LLC that is not a single-member LLC, C
corporation, or S corporation. Enter the entity's name as shown on the
entity's tax return on line 1 and any business, trade, or DBA name on
line 2.

d. Other entities. Enter your name as shown on required U.S. fe
tax documents on line 1. This name should match the name shou

business, trade, or DBA name on line 2.
e. Disregarded entity. For U.S. federal tax purposg$

entity for U.S. federal tax purposes has a single owner th
person, the U.S. owner's name is required to be provid

owner that is not disregarded for federal tax purp
disregarded entity's name on line 2, “Business na
name.” If the owner of the disregarded entity i

This is the case even if the foreign perso a

Line 2
If you have a business name, trad : name, or disregarded
entity name, you may enter it

Line 3
Check the appropriat

OX
classification of the,
one box on line 3. ?

for the U.S. federal tax
hose name is entered on line 1. Check only

IF the entity/person online 1is | THEN check the box for. ..

a(n)...

e Corporation Corporation

¢ Individual

e Sole proprietorship, or

¢ Single-member limited liability
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.

Individual/sole proprietor or single-
member LLC

e LLC treated as a partnership for
U.S. federal tax purposes, the appropriate tax classific
e LLC that has filed Form 8832 or | (P= Partnership; C= C corp
2553 to be taxed as a corporation, | or S= S corporation)

or

e LLC that is disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax
purposes.

Limited liability company an

e Partnership

e Trust/estate

Line 4, Exemptions

If you are exempt from baci
enter in the appropriate s
. &

olding and/or FATCA reporting,
4 any code(s) that may apply to

mpt payee code.

. erally, indi
backup withhgjelj

e Except a *@ ded below, corporations are exempt from backup
withholding fog€ertain payments, including interest and dividends.

e Corporations afe not exempt from backup withholding for payments
mad&in settlement of payment card or third party network transactions.

orp ns are not exempt from backup withholding with respect to
fees or gross proceeds paid to attorneys, and corporations
provide medical or health care services are not exempt with respect
o'payments reportable on Form 1099-MISC.

luding sole proprietors) are not exempt from

The following codes identify payees that are exempt from backup
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or
a custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities

3—A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies,
or instrumentalities

5—A corporation

6—A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a U.S. commonwealth or
possession

7—A futures commission merchant registered with the Commodity
Futures Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the
Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12—A middleman known in the investment community as a nominee or
custodian

13 —A trust exempt from tax under section 664 or described in section
4947
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The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 13.

IF the payment is for . . . THEN the payment is exempt

for...

Interest and dividend payments All exempt payees except

for 7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and all C corporations.
S corporations must not enter an
exempt payee code because they
are exempt only for sales of
noncovered securities acquired

prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through 5°

$5,000'

Payments made in settlement of
payment card or third party network
transactions

Exempt payees 1 through 4

" See Form 1099-MISC, Miscellaneous Income, and its instructions.

2 However, the following payments made to a corporation and
reportable on Form 1099-MISC are not exempt from backup

withholding: medical and health care payments, attorneys’ fees, gross
proceeds paid to an attorney reportable under section 6045(f), and
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify

subject to these requirements. A requester may indi®
not required by providing you with a Form W-9 with “
any similar indication) written or printed on the line for a
exemption code.

A—An organization exempt from tax under section 501(a) or
individual retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instru

C—A state, the District of Columbia, a U.S. commonwealtg or
possession, or any of their political subdivisions o umen

D—A corporation the stock of which is regularly
more established securities markets, as descr i
section 1.1472-1(c)(1)()

E—A corporation that is a member g

one or

and options) that is registerg
States or any state

G—A real estate inv€st t trU

H—A regulated inVigstMgnt company as defined in section 851 or an
uring the tax year under the Investment

M—A tax exempt trust under a section 403(b) plan or section 457(g)
plan

Note: You may wish to consult with the financial institution requesting
this form to determine whether the FATCA code and/or exempt payee
code should be completed.

Line 5

Enter your address (number, street, and apartment or suite number).
This is where the requester of this Form W-9 will mail your information
returns. If this address differs from the one the requester already has on
file, write NEW at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

Line 6

Enter your city, state, and ZIP code.

Part I. Taxpayer Identification N N)
Enter your TIN in the appropriate box. If you ar: dent alien and
you do not have and are not eligible to get an is your IRS
individual taxpayer identification number (ITI the social

security number box. If you do not have an |

below.

If you are a sole proprietor and you
your SSN or EIN.

t is disregarded as an entity
wner’s SSN (or EIN, if the owner has
ity’s EIN. If the LLC is classified as
he entity’s EIN.

ber To Give the Requester, later, for
furthey clarificatiom@f namg and TIN combinations.

ong). o not enter the dj
corporation or part

How to get o not have a TIN, apply for one immediately.
To apply fo N, get Form SS-5, Application for a Social Security
Card, from yoUiglocal SSA office or get this form online at
www.SSA.gov. Y®u may also get this form by calling 1-800-772-1213.

UseRorm W-7, Application for IRS Individual Taxpayer Identification
mbéy t ply for an ITIN, or Form SS-4, Application for Employer
ifi n Number, to apply for an EIN. You can apply for an EIN
accessing the IRS website at www.irs.gov/Businesses and
ing on Employer Identification Number (EIN) under Starting a
iness. Go to www.irs.gov/Forms to view, download, or print Form
W-7 and/or Form SS-4. Or, you can go to www.irs.gov/OrderForms to
place an order and have Form W-7 and/or SS-4 mailed to you within 10
business days.

If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and write “Applied For” in the space for the TIN, sign and date
the form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily tradable
instruments, generally you will have 60 days to get a TIN and give it to
the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments.
You will be subject to backup withholding on all such payments until
you provide your TIN to the requester.

Note: Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use
the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, 4, or 5 below indicates otherwise.

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on line 1 must sign. Exempt payees, see Exempt payee
code, earlier.

Signature requirements. Complete the certification as indicated in
items 1 through 5 below.
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