
Below is a correct W9 completed for an individual being set up and paid under their SSN 

 

 

 

 

 

 

 

 



Below is a correct example of a W9 completed for a Vendor with an EIN (tax classification 
will vary per vendor) 

 

 

 

 

 



A W9 cannot have both an SSN and an EIN. Below is an example and this would be an 
incorrect W9. You will need to ask the supplier how they want to be set up in Workday, 
under their name and SSN or their company name and EIN. The names listed on the W9 are 
fine, it is common for a W9 to have the owner name and then the business name on line 2. 
However you must set up the supplier according to the Tax Identification Number that will 
be used. So if they want to be set up under their name and SSN, remove the EIN from the 
W9. If they want to be set up under the company name and EIN, remove the SSN.

 



 

A W9 cannot have two tax classifications selected in box 3a. Below is a common mistake 
where a corporate entity/institution (vendor) checks off for example Partnership, but then 
also checks off for LLC Partnership. There can only be one tax classification selected.  

 

 



Another common mistake is the vendor will check off LLC, but then leave the tax 
classification blank. A tax classification of C corporation, S corporation, or Partnership 
must be entered in the line provided with a C, S, or P 

 

Incorrect example: 

 



 

Correct example: 

 

 



When it comes to the signature, it must be hand signed or an electronic signature. Adobe 
Acrobat digital signature with a time stamp is also acceptable. Below are allowable 
electronic signatures: 

 

 

 

 

Incorrect signature would look like the below: 

 

 

 

 


