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Grant Reporting Directions 

Reporting Deadlines & General Information 
• Dependent on your grant timeframe, the PHA has set grant reporting deadlines of June 1 and

December 1 of each year.
• Please utilize the documents below to report time and money spent and include full documentation

of invoices for the period of the interim report, prior to each deadline
• Information about Allowable Costs is included in your Grant Award Package
• Reports can be uploaded online at http://www.poudreheritage.org/submit-grant-update or emailed

to kbenedict@poudreheritage.org
• For questions, please contact Kathleen Benedict, Executive Director at 970-295-4851

or kbenedict@poudreheritage.org

Required Grant Reporting Forms 

• Interim Report Required Documents:  To be submitted at reporting deadlines before the
completion of the project 

o Interim Grant Report Form
o Grantee Value of Personnel Document Report -or- Personnel Timesheets:  Please use

this form to report personnel and in-kind time accrued during the interim reporting period
if you do not have payroll reports from your organization to provide as documentation of
personnel costs associated with this grant.

o Receipts/Invoices: Receipts recording all project expenditures that were accrued during the
interim reporting period

• Post Grant Report Required Documents:  To be submitted at the completion of the project
o Post Grant Report Form
o Request for Grant Payment Form
o Grant Project Budget Form:  Report of all project income and expenses.  This report is

submitted at the beginning and end of the project, or as requested by the PHA.
o IRS W-9 (included in this package as an attachment) 
o Grantee Value of Personnel Document Report -or- Personnel Timesheets:  Please use

this form to report total personnel and in-kind time if you do not have payroll reports from
your organization to provide as documentation of personnel costs associated with this grant.

o Receipts/Invoices: Receipts recording all project expenditures that were accrued for the
entire project as one pdf document.

o Congressional Announcement Letter:  Copy of letter announcing federal grant award to
congressional representatives (letter template attached)

o Photo Waiver: Photo waiver for all photographed participants
o Photos:  Photos of project in process/completion, before/after photos, etc
o Other Contract-Specified Deliverables:  As outlined in your grant contract and/or

application, please submit any other deliverables at completion of the project

http://www.poudreheritage.org/submit-grant-update
mailto:kbenedict@poudreheritage.org
mailto:kbenedict@poudreheritage.org
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Additional Information: 
• All contracted work paid with grant funds should be competitively selected. Procurement 

procedures should be consistent with the organization's procurement standards and federal 
regulations for federal funds when selecting contractors. They should also document and provide 
adequate justification for sole-sources.  

• Section106 compliance for the National Historic Preservation Act should be completed by CALA 
and the grantee for undertakings on National Register properties or properties eligible for National 
Register.  

• For any construction related projects over $2000, the grantee will need to follow the Davis-Bacon 
Act when using grant funds.  

 
 
Thank you for Partnering with the Cache la Poudre River National Heritage Area!  

• Please review your budget as submitted in your proposal and with each reporting and be sure to 
retain documentation for all line items listed.  

• Documentation should be stored by you as recipient of a federal grant.  
• Grantees need to retain records for 3 years after the submission of their final report.  
• See the following website(s) for additional information as needed: 

 
 
Resources:  

• IRS W-9 Form: http://www.irs.gov/pub/irs-pdf/fw9.pdf 
• See the following website(s) for additional information as 

needed: http://www.whitehouse.gov/omb/circulars_default 
 
OMB Circular A-87, Cost Principles for State, Local and Indian Tribal Governments 
(05/10/2004)HTML or PDF (58 pages, 216 kb), Relocated to 2 CFR, Part 225 (18 pages, 362 kb) 
 
OMB Circular A-102, Grants and Cooperative Agreements With State and Local Governments (10/07/1994) (further 
amended 08/29/1997) HTML or PDF (10 pages, 43 kb) 
 
OMB Circular A-110, Uniform Administrative Requirements for Grants and Other Agreements with Institutions of Higher 
Education, Hospitals and Other Non-Profit Organizations (11/19/1993) (further amended 09/30/1999, Relocated to 2 
CFR, Part 215 (32 pages, 243 kb)) 
 
OMB Circular A-122, Cost Principles for Non-Profit Organizations (05/10/2004) HTML or PDF(55 pages, 
220 kb), Relocated to 2 CFR, Part 230 (17 pages, 235 kb) 
 
OMB Circular A-133, Audits of States, Local Governments and Non-Profit Organizations (includes revisions published 
in the Federal Register 06/27/2003 and 06/26/2007) (34 pages, 173 kb) 
-- July 2015 Compliance Supplement  
 

 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.whitehouse.gov/omb/circulars_default
https://www.whitehouse.gov/omb/circulars_a087_2004/
https://www.whitehouse.gov/sites/default/files/omb/assets/agencyinformation_circulars_pdf/a87_2004.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a87.pdf
https://www.whitehouse.gov/omb/circulars_a102/
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a102/a102.pdf
https://www.whitehouse.gov/omb/circulars_a110/
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a110/2cfr215-0.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a110/2cfr215-0.pdf
https://www.whitehouse.gov/omb/circulars_a122_2004/
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a122/a122_2004.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a122.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/a133/a133_revised_2007.pdf
https://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2015


  

Allowable Costs  
 
The following is a description of what costs are allowable under the Cache la Poudre River National Heritage 
Area Grant Program. This list, although relatively complete, is not all-inclusive. If you have any questions 
regarding allowable or unallowable costs, please contact Kathleen Benedict at kbenedict@poudreheritage.org 
or (970) 295-4851 before you apply for, or expend, grant funds. 
 
Accounting 

• Cost for recruitment of personnel for grant program, solicitation of bids for buying goods or services 
for grant program, notices required by Federal or State regulation. Funds may not be used to 
advertise the regular agenda of a commission meeting or other notices which are part of the normal 
administration of the local ordinance. Funds may be used to advertise agendas which include review 
of National Register nominations as part of the "Certified Local Government" responsibilities. 

Auditing 
• Costs for auditing the administration and management of the project grant. 

Communications 
• Cost for telephone, etc., which are directly related to the grant project program or administration of 

the grant. 
Consulting Services 

• Cost for retaining qualified consultants to provide assistance for design review, program 
administration, planning, or other necessary contractual services. 

Employee Wages, Salaries, Fringe Benefits 
• Cost for payment of employees hired to carry out or administer the grant project program only. 

Equipment 
• Equipment costing less than $3,000 which is critical to the accomplishment of the grant project 

program is eligible. Prior written approval from the CALA and National Park Service is required for 
purchase of any automated data computing equipment above $3,000.  Preference for American-made 
goods. 

Exhibits 
• Cost of exhibits directly related to the process, accomplishments, or results of the grant project 

program. 
Legal Expenses 

• Cost of legal expenses required for administering the grant project program. 
Materials and Supplies 

• Cost of materials and supplies necessary to carry out the grant program. 
Memberships, Subscriptions 

• The cost of membership in civic, business, technical and professional organizations provided that: 
o the benefit from membership is directly related to the objectives of the project grant; 
o the expenditure is for agency rather than personal membership; 
o the cost of membership is related reasonably to the value of the services received; and 
o the expenditure is not for membership in an organization which devotes a substantial part of 

its activities to influencing legislation. 
Meetings and Conferences 

• Costs are allowable when the primary purpose of the meeting is to disseminate information relating 
to the grant program. 

National Register Nomination Preparation 
• Costs for nominating properties to the National Register of Historic Places. 
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Planning Studies 
• Certified Local Government Grant Guidelines and Application Instructions Studies used to 

understand, predict, and plan for trends affecting (and impacts to) historic properties, and to guide 
resource management decisions and operations. 

Printing and Production 
• Cost of printing forms, reports, manuals, and informational literature directly related to the grant 

program. This can include routine correspondence, minutes, and other paperwork required for 
program administration. 

• Newsletters, pamphlets, news releases, etc., which inform or instruct individuals, groups or the 
general public of local historic preservation accomplishments or problems/issues directly related to 
the grant program. 

• Reports such as the annual report required of Certified Local Governments, or necessary for 
reporting achievements of the grant program. 

Research 
• Costs of historical, architectural, or archaeological research necessary to carry out the grant program. 

Training and Education 
• Costs of in-service training for employees or Boards of Historic Architectural Review or similar 

commissions which directly or indirectly benefits the objectives of the grant program. 
Travel 

• Costs are allowable for expenses for transportation, lodging, subsistence, etc. for individuals with 
official status or on business for the grant program. Travel expenses should be consistent with the 
organization's written travel policy. If none exists, then the organization should follow travel/per 
diem rates established by the General Services Administration. These can be found online 
at: www.gsa.gov.  

Survey 
• Costs for undertaking a professionally organized or supervised inventory and survey of buildings, 

structures, and sites of historical or architectural significance.  
 
Further information and clarification of allowable costs for the National Heritage Area Grant 
Program can be found at: http://www.whitehouse.gov/omb/circulars_default 
 
OMB Circular A-87, Cost Principles for State, Local and Indian Tribal Governments 
(05/10/2004)HTML or PDF (58 pages, 216 kb), Relocated to 2 CFR, Part 225 (18 pages, 362 kb) 
 
OMB Circular A-102, Grants and Cooperative Agreements With State and Local Governments (10/07/1994) (further 
amended 08/29/1997) HTML or PDF (10 pages, 43 kb) 
 
OMB Circular A-110, Uniform Administrative Requirements for Grants and Other Agreements with Institutions of Higher 
Education, Hospitals and Other Non-Profit Organizations (11/19/1993) (further amended 09/30/1999, Relocated to 2 
CFR, Part 215 (32 pages, 243 kb)) 
 
OMB Circular A-122, Cost Principles for Non-Profit Organizations (05/10/2004) HTML or PDF(55 pages, 
220 kb), Relocated to 2 CFR, Part 230 (17 pages, 235 kb) 
 
OMB Circular A-133, Audits of States, Local Governments and Non-Profit Organizations (includes revisions published in 
the Federal Register 06/27/2003 and 06/26/2007) (34 pages, 173 kb) 
-- July 2015 Compliance Supplement  
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http://www.gsa.gov/
http://www.whitehouse.gov/omb/circulars_default
https://www.whitehouse.gov/omb/circulars_a087_2004/
https://www.whitehouse.gov/sites/default/files/omb/assets/agencyinformation_circulars_pdf/a87_2004.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a87.pdf
https://www.whitehouse.gov/omb/circulars_a102/
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a102/a102.pdf
https://www.whitehouse.gov/omb/circulars_a110/
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a110/2cfr215-0.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a110/2cfr215-0.pdf
https://www.whitehouse.gov/omb/circulars_a122_2004/
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a122/a122_2004.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a122.pdf
https://www.whitehouse.gov/sites/default/files/omb/assets/a133/a133_revised_2007.pdf
https://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2015
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Sample Letter to Congressional Representatives 
 

Current Colorado Congressional representatives and their contact information can be found here: 

https://www.govtrack.us/congress/members/CO 

 

 

Date 

 

The Honorable _____________________ 

Address 

 

Dear Congressman/woman ____________________, 

 

We would like to take this opportunity to thank you!  (Name of Organization) is a recipient of the 

___________ Grant awarded to our organization by the Poudre Heritage Alliance, managing entity for the 

Cache la Poudre River National Heritage Area. This much needed grant of ($ amount) was used to fund the 

following project(s);______________________________________________ with a budget of 

$___________________. 

 

This grant, made possible by federal funding through the National Heritage Areas Program, is helping our 

organization to…. (describe problem or challenge being addressed through your project, impact on the 

specific audience you are serving with this projects, how this project fulfills your mission/objective, etc.) 

 

The (Organization Name) is very appreciative of your continued support of National Heritage Areas.  The 

Cache la Poudre River National Heritage is one of only three National Heritage Areas in Colorado and one of 

only 49 in the entire United States.  Your endorsement and continued financial support of National Heritage 

Areas is very significant and greatly valued.     

 

Thank you for your time and consideration. 

 

Sincerely, 

 

 

 

 

Name 

Title 

Organization 

Email address  

 
 
  

 

 

 

 

 

 

 

https://www.govtrack.us/congress/members/CO


INTERIM Grant Report Form 
SECTION A (Applicant Information): 
Date of Report: _______________________            Report # (check one):   1         2     3       4        5 

Organization: ___________________________________________________________________________ 

Grant Project Manager: _______________________________  Title: _____________________________ 

Address: _______________________________________________________________________________  

Phone: ______________________________  Email: ___________________________________________  

Fax: ________________________________   

SECTION B (Contract Information): 
Project/Program Name / Grant Name: _______________________________________________________ 

Status of project: ________________________________________________________________________ 

Total match amount: $___________________  

Total amount of grant awarded: $___________________ 

Total Amount of Project: $___________________ 

Grant Period Dates: _________________ to ___________________ 

SECTION C (Interim Report Information):  
Period covered by this Interim Report: ________________  to   _________________ 

Status Report (Including progress and challenges encountered, changes to scope of work or budget, photos, 
waivers, etc.):  

SECTION D (Expense Summary):  
Current Expenses of Project to date (Must attach: Invoices for all cash expenses, Grantee Value of 
Personnel Document Report -or- Personnel Timesheets): 

Date of Report Cash Expenses In-Kind TOTAL 
Interim Report #1 

Interim Report #2 

Interim Report #3 

Interim Report #4 

Interim Report #5 

TOTAL 

Signature of grantee: ___________________________________________________________________ 

Typed or printed name and title: ___________________________________________________________

Poudre Heritage Alliance  3745 E. Prospect Rd. Suite 205  Fort Collins, CO 80525 
970.295.4851 Office  www.PoudreHeritage.org 



  

POST Grant Report Form 
 
SECTION A (Applicant Information): 
 

Date of Report: _______________________             
 
Organization: ___________________________________________________________________________ 
 
Grant Project Manager: _______________________________  Title: _____________________________ 
 
Address: _______________________________________________________________________________  
 
Phone: ______________________________  Email: ___________________________________________   
 
Fax: ________________________________   
 

SECTION B (Final Report Information): 
 

Project/Program Name / Grant Name: _______________________________________________________ 
 

Status of project: ________________________________________________________________________ 
 

Total match amount: $___________________  Total amount of grant awarded: $__________________ 
 
Grant Period: _________________ to ___________________ 
 
SECTION C (Summary Notes):  
 

Summary of project (Please note any timeline discrepancies or issues):  
 
 
 
 
 
 
 
 
 
 
 
SECTION D (Expense Summary):  
 

Total Expenses of Project (Must attach: Invoices for all cash expenses, Grantee Value of Personnel 
Document Report -or- Personnel Timesheets): 
 
Total CASH Expenses being reported:  _________________________________ 
 
Total IN-KIND Expenses being reported:  _________________________________ 
 
  TOTAL EXPENSES:  _________________________________ 
 
 
Signature of grantee: ___________________________________________________________________ 
 
Typed or printed name and title: ___________________________________________________________

Poudre Heritage Alliance  3745 E. Prospect Rd. Suite 205  Fort Collins, CO 80525 
970.295.4851 Office  www.PoudreHeritage.org 
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Grant Project Budget Report Form 

Organization: ____________________________________________________________________________ 

Grant Project Manager: _________________________________  Title: ____________________________ 

Project/Program Name / Grant Name: ________________________________________________________ 

Cash Grant Award Amount: $_______________________________________________________________ 

Project Income: Match funding sources must be equal to or greater than the amount of the requested grant.  Matching 

funds must be from non-federal sources. 

Income Source Cash or In-Kind $ Amount 

Total Project Fundi ng and Total Project Expenses 
must be Equal  

Total Project Funding: 

Project Expenses:

Expense Cash or In-Kind $ Amount 

Total Project Fundi ng and Total Project Expenses 

must be Equal 
Total Project Expenses: 
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Request for Grant Payment Form 

Invoice 

 
Submit this form only when your grant project: 

 Is 100% complete 

 Has been approved by the PHA  

 All forms outlined on the Grant Reporting Directions page must accompany your request for the 

disbursement of grant funds have been submitted 

o This form, along with the Post Grant Report Form, Project Budget Report Form, and 

Grantee Value of Personnel Document Report -or- Personnel Timesheets must 

accompany your request for the disbursement of grant funds. 

 

Grantee Organization: ___________________________________________  Grant Date: ____________ 
 
Project/Program Name / Grant Name: _______________________________________________________ 

 

 

 

  Total Project Expenses:   $________________________________ 

 

  Amount Being Requested:   $________________________________ 

 

 

 

Name/ Payment Remittance Info: __________________________________________________________ 

 

Address to Send Payment: ________________________________________________________________ 
 
 

 

I hereby certify that any special terms or contingencies of the above noted program/project have been 

met, project expenditures have been made, and receipts are attached. A grant payment is hereby 

requested. 

 

Signature of Grantee: ______________________________________________ Date:_________________ 

 

Typed or printed name and title: ___________________________________________________________

 

Email: __________________________________________  Phone: _______________________________ 
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Grantee Value of Personnel Document Report

Organization: __________________________________  Project/Program Name / Grant Name: _________________________________________________ 

Grant Project Manager/Title: ____________________________________________  Cash Grant Award Amount: $________________________________ 

If you do not have payroll reports from your organization to provide as documentation of personnel costs associated with this grant, use this 

form to report staff time.  Use one form per person. 

Personnel are staff employed by the grantee’s agency/organization named in the grant contract. Personnel costs counted as matching may only include time 

spent working directly on the project and may be calculated at the employees normal hourly rate or as a percentage of their annual salary. 
Examples: John Smith, Engineer - $80,000 (annual salary) x 20% of time working on project = $16,000 

Mary Jones, Graphic Designer - $30/hr x 40 hours = $1,200 

Fringe Benefit Rates charged to the project may not exceed what is currently provided by the organization/agency. If you are counting fringe benefits as matching 
share, insert the rate amount by the appropriate name/title of position. Your Personnel/Human Resources Department should be able to provide you the fringe rate. 

Federal Volunteer Rate = ________________________________________________ 

Date Work 

Performed 

Name/Title of Position and Description of 

Work Performed 

Annual Salary 

or Hourly 

Wage 

% of Time 

or 

Hours 

Donated

Total Salary 

or Wage 

Costs 

Fringe Rate 

% 

Total 

Fringe Costs

Total 

Value of 

Time 

Donated

Total Costs 

Signature of Person Donating Time: ________________________________________________________    Date: ______________________________ 

Signature of Verifying Official: ____________________________________________________________    Date: ______________________________





Form    W-9
(Rev. August 2013)
Department of the Treasury  
Internal Revenue Service 


Request for Taxpayer 
Identification Number and Certification


Give Form to the  
requester. Do not 
send to the IRS.
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2.


Name (as shown on your income tax return)


Business name/disregarded entity name, if different from above


Check appropriate box for federal tax classification: 


Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate


Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶  


Other (see instructions) ▶ 


Exemptions (see instructions):


Exempt payee code (if any)


Exemption from FATCA reporting
 code (if any)


Address (number, street, and apt. or suite no.)


City, state, and ZIP code


Requester’s name and address (optional)


List account number(s) here (optional)


Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line 
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.


Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose 
number to enter.


Social security number


– –


Employer identification number 


–


Part II Certification
Under penalties of perjury, I certify that:


1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and


2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding, and


3.  I am a U.S. citizen or other U.S. person (defined below), and


4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.


Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3.


Sign 
Here


Signature of 
U.S. person ▶ Date ▶


General Instructions
Section references are to the Internal Revenue Code unless otherwise noted.


Future developments. The IRS has created a page on IRS.gov for information 
about Form W-9, at www.irs.gov/w9. Information about any future developments 
affecting Form W-9 (such as legislation enacted after we release it) will be posted 
on that page.


Purpose of Form
A person who is required to file an information return with the IRS must obtain your 
correct taxpayer identification number (TIN) to report, for example, income paid to 
you, payments made to you in settlement of payment card and third party network 
transactions, real estate transactions, mortgage interest you paid, acquisition or 
abandonment of secured property, cancellation of debt, or contributions you made 
to an IRA.


Use Form W-9 only if you are a U.S. person (including a resident alien), to 
provide your correct TIN to the person requesting it (the requester) and, when 
applicable, to:


1. Certify that the TIN you are giving is correct (or you are waiting for a number 
to be issued),


2. Certify that you are not subject to backup withholding, or


3. Claim exemption from backup withholding if you are a U.S. exempt payee. If 
applicable, you are also certifying that as a U.S. person, your allocable share of 
any partnership income from a U.S. trade or business is not subject to the 


withholding tax on foreign partners’ share of effectively connected income, and


4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct.


Note. If you are a U.S. person and a requester gives you a form other than Form 
W-9 to request your TIN, you must use the requester’s form if it is substantially 
similar to this Form W-9.


Definition of a U.S. person. For federal tax purposes, you are considered a U.S. 
person if you are:


• An individual who is a U.S. citizen or U.S. resident alien,


• A partnership, corporation, company, or association created or organized in the 
United States or under the laws of the United States,


• An estate (other than a foreign estate), or


• A domestic trust (as defined in Regulations section 301.7701-7).


Special rules for partnerships. Partnerships that conduct a trade or business in 
the United States are generally required to pay a withholding tax under section 
1446 on any foreign partners’ share of effectively connected taxable income from 
such business. Further, in certain cases where a Form W-9 has not been received, 
the rules under section 1446 require a partnership to presume that a partner is a 
foreign person, and pay the section 1446 withholding tax. Therefore, if you are a 
U.S. person that is a partner in a partnership conducting a trade or business in the 
United States, provide Form W-9 to the partnership to establish your U.S. status 
and avoid section 1446 withholding on your share of partnership income.


Cat. No. 10231X Form W-9 (Rev. 8-2013)







Form W-9 (Rev. 8-2013) Page 2 


In the cases below, the following person must give Form W-9 to the partnership 
for purposes of establishing its U.S. status and avoiding withholding on its 
allocable share of net income from the partnership conducting a trade or business 
in the United States:


• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the 
disregarded entity and not the entity,


• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, 
the U.S. grantor or other U.S. owner of the grantor trust and not the trust, and


• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a 
grantor trust) and not the beneficiaries of the trust.


Foreign person. If you are a foreign person or the U.S. branch of a foreign bank 
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use 
the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax 
on Nonresident Aliens and Foreign Entities).


Nonresident alien who becomes a resident alien. Generally, only a nonresident 
alien individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on 
certain types of income. However, most tax treaties contain a provision known as 
a “saving clause.” Exceptions specified in the saving clause may permit an 
exemption from tax to continue for certain types of income even after the payee 
has otherwise become a U.S. resident alien for tax purposes.


If you are a U.S. resident alien who is relying on an exception contained in the 
saving clause of a tax treaty to claim an exemption from U.S. tax on certain types 
of income, you must attach a statement to Form W-9 that specifies the following 
five items:


1. The treaty country. Generally, this must be the same treaty under which you 
claimed exemption from tax as a nonresident alien.


2. The treaty article addressing the income.


3. The article number (or location) in the tax treaty that contains the saving 
clause and its exceptions.


4. The type and amount of income that qualifies for the exemption from tax.


5. Sufficient facts to justify the exemption from tax under the terms of the treaty 
article.


Example. Article 20 of the U.S.-China income tax treaty allows an exemption 
from tax for scholarship income received by a Chinese 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 the United States exceeds 5 calendar years. 
However, paragraph 2 of the first Protocol to the U.S.-China treaty (dated April 30, 
1984) allows the provisions of Article 20 to continue to apply even after the 
Chinese student becomes a resident alien of the United States. A Chinese student 
who qualifies for this exception (under paragraph 2 of the first protocol) and is 
relying on this exception to claim an exemption from tax on his or her scholarship 
or fellowship income would attach to Form W-9 a statement that includes the 
information described above to support that exemption.


If you are a nonresident alien or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233.


What is backup withholding? Persons making certain payments to you must 
under certain conditions withhold and pay to the IRS a percentage of such 
payments. This is called “backup withholding.”  Payments that may be subject to 
backup withholding include interest, tax-exempt interest, dividends, broker and 
barter exchange transactions, rents, royalties, nonemployee pay, payments made 
in settlement of payment card and third party network transactions, and certain 
payments from fishing boat operators. Real estate transactions are not subject to 
backup withholding.


You will not be subject to backup withholding on payments you receive if you 
give the requester your correct TIN, make the proper certifications, and report all 
your taxable interest and dividends on your tax return.


Payments you receive will be subject to backup  
withholding if:


1. You do not furnish your TIN to the requester,


2. You do not certify your TIN when required (see the Part II instructions on page 
3 for details),


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


4. The IRS tells you that you are subject to backup withholding because you did 
not report all your interest and dividends on your tax return (for reportable interest 
and dividends only), or


5. You do not certify to the requester that you are not subject to backup 
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 on page 3 and the separate Instructions for the Requester of Form 
W-9 for more information.


Also see Special rules for partnerships on page 1.


What is FATCA reporting? The Foreign Account Tax Compliance Act (FATCA) 
requires a 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 on 
page 3 and the Instructions for the Requester of Form W-9 for more information.


Updating Your Information
You must provide updated information to any person to whom you claimed to be 
an exempt payee if you are no longer an exempt payee and anticipate receiving 
reportable payments in the future from this person. For example, you may need to 
provide updated information if you are a C corporation that elects to be an S 
corporation, or if you no longer are tax exempt. In addition, you must furnish a new 
Form W-9 if the name or TIN changes for the account, for example, if the grantor 
of a grantor trust dies.


Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 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.


Civil penalty for false information with respect to withholding. If you make a 
false statement with no reasonable basis that results in no backup withholding, 
you are subject to a $500 penalty.


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
Name
If you are an individual, you must generally enter the name shown on your income 
tax return. However, if you have changed your last name, for instance, due to 
marriage without informing the Social Security Administration of the name change, 
enter your first name, the last name shown on your social security card, and your 
new last name.


If the account is in joint names, list first, and then circle, the name of the person 
or entity whose number you entered in Part I of the form.


Sole proprietor. Enter your individual name as shown on your income tax return 
on the “Name” line. You may enter your business, trade, or “doing business as 
(DBA)” name on the “Business name/disregarded entity name” line.


Partnership, C Corporation, or S Corporation. Enter the entity's name on the 
“Name” line and any business, trade, or “doing business as (DBA) name” on the 
“Business name/disregarded entity name” line.


Disregarded entity. For U.S. federal tax purposes, an entity that is disregarded as 
an entity separate from its owner is treated as a “disregarded entity.”  See 
Regulation section 301.7701-2(c)(2)(iii). Enter the owner's name on the “Name” 
line. The name of the entity entered on the “Name” line should never be a 
disregarded entity. The name on the “Name” line must be the name shown on the 
income tax return on which the income should be reported. For example, if a 
foreign LLC that is treated as a disregarded entity for U.S. federal tax purposes 
has a single owner that is a U.S. person, the U.S. owner's name is required to be 
provided on the “Name” line. If the direct owner of the entity is also a disregarded 
entity, enter the first owner that is not disregarded for federal tax purposes. Enter 
the disregarded entity's name on the “Business name/disregarded entity name” 
line. If the owner of the disregarded entity is a foreign person, the owner must 
complete an appropriate Form W-8 instead of a Form W-9.  This is the case even if 
the foreign person has a U.S. TIN. 


Note. Check the appropriate box for the U.S. federal tax classification of the 
person whose name is entered on the “Name” line (Individual/sole proprietor, 
Partnership, C Corporation, S Corporation, Trust/estate).


Limited Liability Company (LLC). If the person identified on the “Name” line is an 
LLC, check the “Limited liability company” box only and enter the appropriate 
code for the U.S. federal tax classification in the space provided. If you are an LLC 
that is treated as a partnership for U.S. federal tax purposes, enter “P” for 
partnership. If you are an LLC that has filed a Form 8832 or a Form 2553 to be 
taxed as a corporation, enter “C” for C corporation or “S” for S corporation, as 
appropriate. If you are an LLC that is disregarded as an entity separate from its 
owner under Regulation section 301.7701-3 (except for employment and excise 
tax), do not check the LLC box unless the owner of the LLC (required to be 
identified on the “Name” line) is another LLC that is not disregarded for U.S. 
federal tax purposes. If the LLC is disregarded as an entity separate from its 
owner, enter the appropriate tax classification of the owner identified on the 
“Name” line.


Other entities. Enter your business name as shown on required U.S. federal tax 
documents on the “Name” line. This name should match the name shown on the 
charter or other legal document creating the entity. You may enter any business, 
trade, or DBA name on the “Business name/disregarded entity name” line.


Exemptions
If you are exempt from backup withholding and/or FATCA reporting, enter in the 
Exemptions box, any code(s) that may apply to you. See Exempt payee code and 
Exemption from FATCA reporting code on page 3.
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Exempt payee code. Generally, individuals (including sole proprietors) are not 
exempt from backup withholding. Corporations are exempt from backup 
withholding for certain payments, such as interest and dividends. Corporations are 
not exempt from backup withholding for payments made in settlement of payment 
card or third party network transactions.


Note. If you are exempt from backup withholding, you should still complete this 
form to avoid possible erroneous backup withholding.


The following codes identify payees that are exempt from backup withholding:


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 possession of the United States, 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 possession of the United States


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


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 


reported and direct sales over $5,0001
Generally, exempt payees 


1 through 52


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


Exempt payees 1 through 4


1 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, and payments for 
services paid by a federal executive agency.


Exemption from FATCA reporting code. The following codes identify payees 
that are exempt from reporting under FATCA. These codes apply to persons 
submitting this form for accounts maintained outside of the United States by 
certain foreign financial institutions. Therefore, if you are only submitting this form 
for an account you hold in the United States, you may leave this field blank. 
Consult with the person requesting this form if you are uncertain if the financial 
institution is subject to these requirements.


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


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


C—A state, the District of Columbia, a possession of the United States, or any 
of their political subdivisions or instrumentalities


D—A corporation the stock of which is regularly traded on one or more 
established securities markets, as described in Reg. section 1.1472-1(c)(1)(i)


E—A corporation that is a member of the same expanded affiliated group as a 
corporation described in Reg. section 1.1472-1(c)(1)(i)


F—A dealer in securities, commodities, or derivative financial instruments 
(including notional principal contracts, futures, forwards, and options) that is 
registered as such under the laws of the United States or any state


G—A real estate investment trust


H—A regulated investment company as defined in section 851 or an entity 
registered at all times during the tax year under the Investment Company Act of 
1940


I—A common trust fund as defined in section 584(a)


J—A bank as defined in section 581


K—A broker


L—A trust exempt from tax under section 664 or described in section 4947(a)(1)


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


Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and you do not 
have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer 
identification number (ITIN). Enter it in the social security number box. If you do not 
have an ITIN, see How to get a TIN below.


If you are a sole proprietor and you have an EIN, you may enter either your SSN 
or EIN. However, the IRS prefers that you use your SSN.


If you are a single-member LLC that is disregarded as an entity separate from its 
owner (see Limited Liability Company (LLC) on page 2), enter the owner’s SSN (or 
EIN, if the owner has one). Do not enter the disregarded entity’s EIN. If the LLC is 
classified as a corporation or partnership, enter the entity’s EIN.


Note. See the chart on page 4 for further clarification of name and TIN 
combinations.


How to get a TIN. If you do not have a TIN, apply for one immediately. To apply 
for an SSN, get Form SS-5, Application for a Social Security Card, from your local 
Social Security Administration office or get this form online at www.ssa.gov. You 
may also get this form by calling 1-800-772-1213. Use Form W-7, Application for 
IRS Individual Taxpayer Identification Number, to apply for an ITIN, or Form SS-4, 
Application for Employer Identification Number, to apply for an EIN. You can apply 
for an EIN online by accessing the IRS website at www.irs.gov/businesses and 
clicking on Employer Identification Number (EIN) under Starting a Business. You 
can get Forms W-7 and SS-4 from the IRS by visiting IRS.gov or by calling 1-800-
TAX-FORM (1-800-829-3676).


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 II. 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 
items 1, 4, or 5 below indicate otherwise.


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


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


1. Interest, dividend, and barter exchange accounts opened before 1984 
and broker accounts considered active during 1983. You must give your 
correct TIN, but you do not have to sign the certification.


2. Interest, dividend, broker, and barter exchange accounts opened after 
1983 and broker accounts considered inactive during 1983. You must sign the 
certification or backup withholding will apply. If you are subject to backup 
withholding and you are merely providing your correct TIN to the requester, you 
must cross out item 2 in the certification before signing the form.


3. Real estate transactions. You must sign the certification. You may cross out 
item 2 of the certification.


4. Other payments. You must give your correct TIN, but you do not have to sign 
the certification unless you have been notified that you have previously given an 
incorrect TIN. “Other payments” include payments made in the course of the 
requester’s trade or business for rents, royalties, goods (other than bills for 
merchandise), medical and health care services (including payments to 
corporations), payments to a nonemployee for services, payments made in 
settlement of payment card and third party network transactions, payments to 
certain fishing boat crew members and fishermen, and gross proceeds paid to 
attorneys (including payments to corporations).


5. Mortgage interest paid by you, acquisition or abandonment of secured 
property, cancellation of debt, qualified tuition program payments (under 
section 529), IRA, Coverdell ESA, Archer MSA or HSA contributions or 
distributions, and pension distributions. You must give your correct TIN, but you 
do not have to sign the certification.
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What Name and Number To Give the Requester
For this type of account: Give name and SSN of:


1. Individual The individual
2. Two or more individuals (joint             


account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account 1


3. Custodian account of a minor 
 (Uniform Gift to Minors Act)


The minor 2


4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law


The grantor-trustee 1


The actual owner 1


5. Sole proprietorship or disregarded 
entity owned by an individual


The owner 3


6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulation section 1.671-4(b)(2)(i)(A))


The grantor*


For this type of account: Give name and EIN of:


7. Disregarded entity not owned by an 
individual


The owner


8. A valid trust, estate, or pension trust Legal entity 4


9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553


The corporation


10. Association, club, religious, 
charitable, educational, or other   
tax-exempt organization


The organization


11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee


13. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments


The public entity


14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulation section 1.671-4(b)(2)(i)(B))


The trust


1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.


2
 Circle the minor’s name and furnish the minor’s SSN.


3
 You must show your individual name and you may also enter your business or “DBA”  name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.


4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 1.


*Note. Grantor also must provide a Form W-9 to trustee of trust.


Note. If no name is circled when more than one name is listed, the number will be 
considered to be that of the first name listed.


Secure Your Tax Records from Identity Theft
Identity theft occurs when someone uses your personal information such as your 
name, social security number (SSN), or other identifying information, without your 
permission, to commit fraud or other crimes. An identity thief may use your SSN to 
get a job or may file a tax return using your SSN to receive a refund.


To reduce your risk:


• Protect your SSN,


• Ensure your employer is protecting your SSN, and


• Be careful when choosing a tax preparer.


If your tax records are affected by identity theft and you receive a notice from 
the IRS, respond right away to the name and phone number printed on the IRS 
notice or letter.


If your tax records are not currently affected by identity theft but you think you 
are at risk due to a lost or stolen purse or wallet, questionable credit card activity 
or credit report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit 
Form 14039.


For more information, see Publication 4535, Identity Theft Prevention and Victim 
Assistance.


Victims of identity theft who are experiencing economic harm or a system 
problem, or are seeking help in resolving tax problems that have not been resolved 
through normal channels, may be eligible for Taxpayer Advocate Service (TAS) 
assistance. You can reach TAS by calling the TAS toll-free case intake line at 
1-877-777-4778 or TTY/TDD 1-800-829-4059.


Protect yourself from suspicious emails or phishing schemes.  Phishing is the 
creation and use of email and websites designed to mimic legitimate business 
emails and websites. The most common act is sending an email to a user falsely 
claiming to be an established legitimate enterprise in an attempt to scam the user 
into surrendering private information that will be used for identity theft.


The IRS does not initiate contacts with taxpayers via emails. Also, the IRS does 
not request personal detailed information through email or ask taxpayers for the 
PIN numbers, passwords, or similar secret access information for their credit card, 
bank, or other financial accounts.


If you receive an unsolicited email claiming to be from the IRS, forward this 
message to phishing@irs.gov. You may also report misuse of the IRS name, logo, 
or other IRS property to the Treasury Inspector General for Tax Administration at 
1-800-366-4484. You can forward suspicious emails to the Federal Trade 
Commission at: spam@uce.gov or contact them at www.ftc.gov/idtheft or 1-877-
IDTHEFT (1-877-438-4338).


Visit IRS.gov to learn more about identity theft and how to reduce your risk.


Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with 
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation 
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, 
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District 
of Columbia, and U.S. commonwealths and possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to 
federal and state agencies to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN 
whether or not you are required to file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other 
payments to a payee who does not give a TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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