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Artists Network Packet for 2012 
 

Congratulations on your membership in the Artists' Network of Studio 1219! 

This packet of information will help guide you through the principles and procedures of 
the Studio. Please make sure you sign the necessary forms and mark/check off the 
appropriate items. 

If you have any questions, please feel free to call or write me at the numbers below. 

Thank you for your support of Studio 1219, and welcome!  I hope your membership 
here is fruitful and fulfilling. 

 
Lee-Perry Belleau,  
Executive Director 

       Studio 1219 
       lpbelleau@studio1219.com 
                                                                   (810) 984-2787 
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BENEFITS OF STUDIO 1219 MEMBERSHIP 

 

1. Your membership supports the greater goals and operations of the Studio 

2. Place your art work for sale in the galleries and gift shop 

3. Receive up-to-date information about the Studio, its partners, and artist 
opportunities throughout the community 

4. Invited to six or more receptions yearly supporting the solo shows of fellow artists 
as well as other special events 

5. Receive electronic (email) news and action alerts. 

6. Have opportunities to collaborate with other artists and disciplines 

7. Get to attend socializing events with other artists 

8. Attend free workshops focusing on the needs of the artist 

9. Get discounts on framing, artists' supplies, events, etc. 

10. Your biography and photos of your work on the Studio's website 

11. Opportunities to volunteer and actively participate at the Studio and Studio 
events to make a difference in our community through the arts 

12. Your membership empowers other artists to achieve their goals 

13. Inclusion in the Studio’s digital catalog 

14. Field trips to play, discover and embellish the arts 

15. Opportunities to take classes at reduced rates 

16. Get commissioned work/referrals from Studio patrons 
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Artist Network 
2012 Membership Application 

Membership in the Studio 1219 Artist Network entitles you to participation in Members Only events, 
shows and sales, periodic e-news, organized field trips, and more.  (See "Benefits of Membership.") 

Name  

Address  

City  State  Zip  

Phone   Cell  

Email  Website  

New Membership: 
prorated at 
$5/month   

Renewing: $60/year; 
$10 discount if paid 

before 12/31/11  
Student  

($20/year)
Vendor** 

($30/year)  

We strongly encourage participation in order to keep this growing movement of art in the 
community exciting and alive!  There are a multitude of volunteer opportunities available on 
committees and assisting in day to day operation of the Studio – see the Volunteer 
Opportunities page and let us know where you’d like to help!   

By signing this application, I acknowledge (by checking off) that I have read and understand the 
following documents of the Artist Network Packet: 

 Art Intake Policy  Statement of Ethical Principles 

 Gallery Protocols  Artwork Display Hold Harmless Agreement 

 W-9 Form (must be turned in with application to receive payment on work sold) 

 

I also understand that I am required to volunteer and/or work on committees a minimum of 
five (5) hours per month to receive the reduced rate of 20% commission on works sold; 
otherwise the commission rate is 40%. I will meet with the Executive Director to set my plan 
for volunteer hours.  

 
I agree to a one-time donation of artwork valued at or above $35 to the Studio’s Annual 
Fundraising Gala. 

**Vendor membership commission is 30% on works sold, no volunteer commitment required. 
Items for sale in the gift gallery are priced at $30 or below. 

I grant Studio 1219 permission to display my work off-premises:     � Yes      � No 

I authorize Studio 1219 to release my contact information: 

 Phone number  Email address  Home/business address 
   

Signature  Date  

Approved  Date  

Notes:  
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Statement of Ethical Principles 

Studio 1219, its tenants, teachers, Artist Network, volunteers, committees and staff promote the 
highest standards of ethical behavior. In recognition of the importance of the public good to 
enhance the quality of arts and culture in our community, we adopt and use these ethical 
principles. 

The Studio is charged with empowering artists to create, have their work in the world and make 
a difference through art; provide a means for artists to showcase their work, and collaborate 
and learn from each other; provide a means for the education of the community in -- and 
through -- the arts; create financial growth and strengthen the foundation of the community 
through the arts; make the Arts accessible to the Community; create opportunities to incubate 
small arts-related business. 

Accountability and Transparency: Studio 1219 members take responsibility for their actions and 
communicate truthfully with open communication. Members work together as a network to 
enhance all members, customers, patrons and students. 

Diversity and Inclusiveness: Our members seek diversity and inclusiveness in art and the people 
we extend these resources to the community. We ensure that a range of perspectives 
contributes to the personal growth and expanded awareness of the development of the artists' 
mission. 

Governance: The Studio's governing body understands and embraces its responsibility to 
oversee the mission, finances, and operations of the Studio with integrity.  

Respect: Members interact respectfully with each other, the Board of Directors,  tenants, 
committee members, volunteers, artists, customers, staff, donors and patrons. 

Equity: Members are committed to recognizing and appreciating the achievements and 
contributions of all, and to holding each to the highest standards of ethical behavior. 

Building Rules: 

1) Illegal drugs are not permitted in the building. 
2) Smoking is not permitted inside the building or on building grounds. 
3) Alcohol is not permitted in public spaces of the building unless organized as part of an 

event and/or approved by the Executive Director. 
4) Operations will be held in the building that will support diverse artistic and cultural 

interests including visual arts, performing arts, and music. 
5) All users of the building shall maintain a positive working relationship with the staff, studio 

coordinators and all participants using the building.  
6) Performance or conduct that may embarrass or harm the reputation of Studio 1219, the 

landlords, their partners, the tenants or partnering organizations are not permitted. 
7) Performance, artwork or conduct outside community standards, or that contains vulgar 

or offensive language and/or promotes drugs, violence or physical abuse is not 
permitted. 

8) Modification of these principles is at the discretion of the Executive Director and/or the 
Board of Directors. 
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Gallery Protocols 

Art in Gallery 

1. Only original work will be accepted. 
2. The Gallery Committee will install art for up to a three‐month period. At the end of that 

time, artwork may be removed from the gallery. The artist may bring in new pieces at 
any time. 

3. Once artwork has been taken down, the artist will receive a call to pick up artwork. If 
work has not been picked up within 90 days it becomes the property of Studio 1219.  

4. Artists displaying in the Desmond Gallery need to be aware that the glass is not UV 
protected, so there is a slight risk of bleaching.  

5. As more artists join, the number of pieces in the gallery may have to be limited.   
6. If an artist has special instructions about his/her pieces, a note should accompany those 

pieces. (Example: pieces that need to be grouped together in a display) 
7. Artists must inventory their artwork on the Art Intake Sheet with staff when it is brought 

into the Studio. 
8. All wall art must be hung with wire. It must be framed (lattice is OK) or gallery wrapped. 

Gallery wrapped art to be not less than a 1.5” deep frame, stapled on the back, sides 
painted. The Studio reserves the right to reject art that is not ready to hang/install.  
Three‐dimensional pieces must have a sticker attached to identify each piece. Bin pieces 
should be neatly wrapped or in a sleeve. 

9. Studio 1219 has the right to refuse any art that is not suitable for our clientele – please 
keep in mind this is a community art center for all ages. 

10. All items must have an identifying code/number/etc matching the inventory sheet. 
Example: 1A, 2A, etc., so we can quickly identify items.  
 

Commissions 
 

 Working artist members will pay a 20% commission on all artwork sold. (Working 
artist members are defined as those who volunteer at least five hours a month 
and are current on their membership. Volunteers are to record their hours and 
tasks performed on the sign‐in sheet.) The exception to this being special 
exhibits, where commission rates may be 40% to all who enter. 

 Artist Members who display art at Studio 1219, but do not choose to volunteer 
will pay a 40% commission. 
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2012 Exhibit Schedules** 

 

Desmond & Acheson Galleries (downstairs) 

Scheduled gallery hangings: Lower level galleries feature art by Artist Network members. 
Galleries are hung on Mondays (see schedule at left).  
Please keep the upcoming season in mind when submitting art 
for display – for example, do not submit a winter scene in 
February for a March/April display. 
 Also remember seasonal holidays for smaller items in the gift 
gallery, such as Valentine’s Day, St Patrick’s Day, local 
themed items for summer tourism visitors, Halloween, etc.  
 

January 16 
February 27 
April 9 
May 21 
July 9 
August 20 
October 1 
October 31 - Nov 5 

 
Chase & Van Gogh Galleries (upstairs)  

January 17-February 26 “Best of the Best” self-juried Artist Network exhibition 

February 28 - April 8 Exhibit to be announced 

April 10 - May 19 Inspired Art 2012: Jonah and the Whale 

May 22 - July 8 The Enchanted Easel: Art Inspired by Fairy Tales and Fables 

July 10 - August 19 Classic Cars, Boats and Stuff 

August 21 - September 30 Solo Exhibit to be announced 

October 2 – October 29 Art of Being a Woman Exhibit & Bra Art Contest 

November 6- December 30 Holiday Galleries 

 
Art can be brought in any time prior to the new installations.   

Unless otherwise specified, art will be juried by the Gallery Committee.   

 

**Exhibits and themes subject to change – please see website for current info. 
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Art Intake Sheet 

Name   Phone   

Street   Email   

City/Zip      
         
Hold Harmless Agreement: In consideration of Studio 1219 agreeing to display this work, I hereby loan to Studio 1219 in Port 

Huron, MI the listed Artwork(s) below for the purpose of sales and/or display. I further agree to the sales prices listed below 

and that Studio 1219 will be entitled to collect a commission of said price. I release, save and hold harmless Studio 1219, its 

agents and employees of any liability that may arise by damage, loss or theft while said work is in possession of Studio 1219. 

Studio 1219 Agrees to display for sale the items listed below at the prices as noted. Studio 1219 further agrees ‐‐ though not 

responsible for promoting art in private shows ‐‐ to promote the sale of said items and will use every precaution to ensure the 

protection and security of the listed items. 

 

Artist Signature  Studio Signature

Date  Date
 

Qty  Title/Description 
**Artist’s
Item #  Media 

Sales 
Price 

(leave these blank) 

   

        $     

             

             

             

             

             

             

             

             

             

**Please mark/label your items with a number, letter or combination so we can quickly identify 
them. Example: 1A, 2A, etc.  
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Artwork Display 

Hold Harmless Agreement 

 

To the fullest extent permitted by law, I agree to defend, indemnify, and hold 
harmless Studio 1219 Inc. and their elected and appointed officials, employees 
and volunteers, against any and all claims, demands, suits, or loss, including all 
costs connected therewith, and for any damages which may be asserted, claimed, 
or recovered against or from Studio 1219 Inc., James C. Acheson Foundation, the 
City of Port Huron and the St. Clair County Community Foundation by reason of 
personal injury, including bodily injury or death and/or property damage, 
including loss or use thereof, which arises out of, or is in any way connected or 
associated with my artwork display.  

By signing this document, I agree that I have read and understand the above 
statement and that Studio 1219 Inc. is not responsible for loss or damage to any 
of my property displayed at Studio 1219. 

 

   

Signed  Date 

   

Printed Name   
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Art Intake Policy for the Acheson 

and Desmond Galleries 

 

 All art is to be dropped off at the Sales station located in the Acheson North Gallery at the 
Studio, 1219 Military Street, downtown Port Huron.  

 Artwork will be inventoried by the artist on the Studio's standard Art Intake Sheet and set aside 
to be juried later by the Gallery Committee. All work should be properly marked with the artist's 
name, title, and a simple letter or number code to help the Studio to identify the work,  (For 
Example: John Doe, Red Freighter RF1;  John Doe, Red Freighter RF2; John Doe, Red Freighter 
RF3, etc.) 

 All two‐dimensional work must be ready to hang. This means that paintings are wired (please, 
NO sawtooth or other similar hanging apparatus). The wire should be taut and not exposed 
above the top edge when it has been hung. 

 All three‐dimensional art and sculpture must be submitted with proper base, support or hanging 
apparatus.  

 Paintings must be framed or be on (minimum) 1.5” deep gallery‐wrap style canvases with sides 
painted to accent work. Staples must be on the back, not on the sides or visible. 

 Jewelry artists and potters, please refer to guidelines specific to your media.   

 All new artwork can be dropped off any time during the month, during regular Studio hours. 

 The Gallery Committee will install and rearrange artwork per Exhibit Schedule.  

 Artwork will also be hung periodically through the month to replace sold art. 

 Artwork will be juried as it is hung. If you have questions concerning this process, please address 
them to the Executive Director. 

 Artwork may remain in the gallery up to three months. However, the Executive Director may 
keep pieces longer at his discretion. (This is sometimes done for the aesthetics and overall 
ambiance of the gallery spaces.) 

 With the exception of Special Exhibits in the Chase and Van Gogh Galleries, and the two‐month 
installations in the Acheson South Gallery, Artists may remove their pieces at any time upon 
making a request to the Executive Director. 

 The Gallery Committee will notify an artist when artwork is ready to be picked up. 

 Artwork to be retrieved will be stored safely in the locked Outtake Room. A staff member will 
unlock the room for access. Artists must sign out their art on provided forms. 

 Artwork not retrieved within 90 days of notification will be considered donated and will become 
property of the Studio. 
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Standards for Jewelry Submissions 

 
 

Studio 1219 seeks to present art jewelry in the galleries as being of quality craftsmanship and unique 

design.   Please consider these guidelines: 

 

 Work must be well made and authentic in design. Absolutely no kit jewelry, manufactured 

charms, or mass‐produced items. 

 Spend some time wearing your own jewelry, making sure there are no poking wires, clasps 

function properly and that necklaces drape well on the body. 

 There are four cabinets available within the Studio for display – jewelry will be kept inside these 

cabinets only and space will be equally divided between artists. Depending upon the number of 

artists, space may be limited. Displays will be at the discretion of the Jewelry Committee. If all 

work submitted is not able to be displayed, it will be rotated regularly by the committee.  

 For aesthetic and security reasons, external or tabletop displays are no longer permitted.  

 Jewelry shall be presented in a professional manner, no baggies or boxes will be included in 

display areas. Earring cards are preferred as an alternative to boxes. Earring cards can be white 

or black, whatever color best accentuates the jewelry; a flipped‐over business card is 

acceptable, provided it is a solid neutral color. Please keep the card size to a maximum of 2” x 

3.5”. A calligraphy card with the artist’s name will be provided by the Studio. Artists are 

encouraged to submit their bio and contact info so an artist postcard can be available to 

customers.  
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Standards for Pottery Submissions 

 

All clay media submitted for sale is to be original and free of the following defects: 

1. Cracks 

2. Broken elements glued together. 

3. Unfinished bottoms: 

    a. Chipped. 

    b. Chunks of kiln shelf/debris still attached. 

    c. Glaze that has pooled and overhangs the foot. 

4. Unfinished sharp edges that pose a potential hazard when handling. 

5. Obvious thin application of glaze which allows the clay body to be visible. 

6. Wall pieces should have professional and durable mountings.  

7. Pieces for cooking/serving food and beverages must be glazed with the exception of 

    terra cotta bakeware. We encourage potters to label items food/dishwasher safe, etc. 

8. All clay cookware that is not food‐safe, microwave‐safe, dishwasher‐safe, must be labeled as 
such.  This includes Raku and lustered pieces 

 
We are striving to have the gallery offer work that is considered "First" only. Work that does not meet 

the above criteria is to be considered "Seconds".  We are offering the buying public consistent quality 

work, free of defects. A display area for Seconds sales is provided ‐ please indicate Seconds items on the 

Art Intake Sheet. 

 

The Pottery Committee will be jurying incoming submissions throughout the year. Work not accepted 

will be set aside for return to individual artists. Any questions pertaining to jurying standards may be 

addressed to them or to the Executive Director. If anyone needs help or assistance in developing their 

skills, many of the potters would be willing to help those interested.  Thanks to all of you for helping 

Studio 1219 be the best it can be. 
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2012 Solo/Group Exhibit Contract 

 

Artists will be given a specific time frame to install their work, and a deadline for the removal of their 
work. The fees required for a solo or group exhibit are $250 for the Chase Gallery, $250 for the Van 
Gogh Gallery, or $500 for both upstairs galleries; fees are due thirty (30) days prior to exhibit. Artist(s) 
must agree to pay a 15% commission on their sales to Studio 1219. The solos artist(s) agrees that the 
Studio will receive commission on any work sold as a result of this exhibit during the exhibit, and for a 
period of thirty days after the exhibit closes. 

Solo artist(s) are responsible for hanging and/or displaying their work. A list of all exhibit items must be 
submitted at least two weeks prior to the installation so inventory can be entered into our system. 
Artists will be contacted when inventory labels are printed and ready for pick up; artists are responsible 
for attaching labels to their work prior to the exhibit opening.   

The Studio 1219 Artists Network will provide a wine and cheese reception at a cost of up to $50.00.  
Artist(s) are welcome to provide additional food, live music, etc., that is appropriate to the event. Please 
note that food served must be catered or prepared in accordance with St. Clair County Health 
Department rules. Solo artists must be present at the opening reception. 

Due to the nature of the Studio's status as a non‐profit organization, the marketing budget is generally 
limited to e‐mails sent to the Studio 1219 Artists’ Network, the Studio's patron list, the Studio's website 
and media releases. Studio 1219 encourages solo artist(s) to market to their contacts via email, 
postcards, etc., and to coordinate these efforts with Executive Director Lee‐Perry Belleau. 

Solo artist(s) must understand that Studio 1219 is a full working studio with events, classes and 
gatherings that sometimes require the use of the gallery space. These events will not interfere with the 
artist(s) work itself but may require use of the space from time to time during open and closed gallery 
hours. The Studio generally maintains its regular operating hours, but cannot guarantee that all of these 
hours will be observed due to extenuating circumstances (i.e. inclement weather, power failure, etc…).  

By signing this document I release and hold harmless Studio 1219, and its owners, agents, and 
employees, of any liability for any damage, loss or theft while said work is in the care, custody or control 
of Studio 1219. 

Exhibit Dates:   

Title of Exhibit:   

Artist(s):   

All artists must be listed on this contract prior to approval. Artists not listed will be excluded from the exhibit. 

     

Signature, Artist or Representative for Artist    Printed name, Artist or Representative for Artist  

     

Lee‐Perry Belleau, Executive Director    Date 
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Opportunities for Volunteering at Studio 1219 

Regular Volunteers 

1. Gallery Volunteers learn the Point of Sale system (POS) for making retail sales, package items 
for buyers, greet customers, answer questions, give tours of the building, answer the phone, 
and various light housekeeping duties. 

2. Hospitality Committee Volunteers will help host Studio activities, events, and exhibits. Your 
group will be responsible for helping set‐up events, activities and exhibits, and clean‐up and 
restoration of the areas after same. 

3. Gallery Committee Volunteers work on hanging and displaying art in the galleries, processing 
removed items, call artists to pick up their work, decorate for holidays, and set‐up or assist with 
set‐up on displays for exhibits and solo shows. 

4. Events/ Fund Raising Committee Volunteers help plan and develop major events and 
fundraisers. Your responsibilities may include booking musicians, hiring caterers, decorating, 
helping on the day or night of the event, and assisting with thank‐you notes after the event.   

5. Exhibit Committee Volunteers plan one‐time exhibits and solo shows for the year. You might do 
leg work or phone work to help put together an exhibit. You might also work to plan a 
coordinating event to enhance interest in the exhibit.  

6. History Committee Volunteers collect news clippings, photos, promotional materials, etc. and 
compile them into scrapbooks for display and archiving.  

7. Publicity Committee Volunteers help develop a marketing plan for the Studio that will bring 
awareness of the Studio to the community. You will help promote events, activities, classes, and 
exhibits. You will assist with mailings and dissemination of materials, like posters, flyers, etc. 

8. Social Committee Volunteers plan social events for the artists’ network that may include 
potlucks, parties/picnics, field trips, volunteer “thank‐ you” activities, and benefits for members. 
The goal of this committee is to keep members and expand membership. In that capacity you 
might also work to increase volunteer base. 

9. Maintenance Committee Volunteers will work closely with the staff to do repairs or attend to 
minor building needs. You will play a big part in planning for the annual shut‐down and helping 
make sure volunteers are in place to complete tasks during the shut‐down. 

10. Education Committee Volunteers work closely with the Education Director to help develop 
marketable classes and workshops for community children and adults. You will help plan and 
execute the Hands On Art Arts Educational Festival held in September.  

Special Events Volunteers 

The Studio hosts a multitude of special fundraising events per year:  Annual Gala, Hands On Art, and 
the Art of Being a Woman/Bra Art Contest. Each event has its own committee, separate from those 
mentioned above. If you enjoy fast paced, task oriented fun, this may be the opportunity for you! 
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requester. Do not
send to the IRS.
 

Form W-9 Request for Taxpayer
Identification Number and Certification
 

(Rev. October 2007) 
Department of the Treasury
Internal Revenue Service
 Name (as shown on your income tax return)

 

List account number(s) here (optional) 
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2.
 

Taxpayer Identification Number (TIN) 

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 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.

 

Social security number 

or 

Requester’s name and address (optional) 

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

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
 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
 

2. 

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 4.
 
Sign
Here
 

Signature of
U.S. person ©

 
Date © 

General Instructions
 

Form W-9 (Rev. 10-2007) 

Part I
 

Part II
 

Business name, if different from above
 

Cat. No. 10231X

 

Check appropriate box:
 

Under penalties of perjury, I certify that:
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DO NOT PRINT — DO NOT PRINT — DO NOT PRINT — DO NOT PRINT 

TLS, have you
transmitted all R 
text files for this 
cycle update?
 

Date
 

Action
 

Revised proofs
requested
 

Date
 

Signature
 

O.K. to print
 

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.
 

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

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, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.
 

Individual/Sole proprietor
 

Corporation
 

Partnership
 

Other (see instructions) ©  

 

Note. If 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.
 

 

● 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

 

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

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withholding tax on any foreign partners’ share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required to presume that
a partner is a foreign person, and pay the 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 withholding on your share of partnership
income.
 The person who gives 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 is in the
following cases:
 
● The U.S. owner of a disregarded entity and not the entity,

 

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

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

Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) © 

 

Exempt 
payee
 

Purpose of Form
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Form W-9 (Rev. 10-2007) Page 2 

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” line.
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Other entities. Enter your business name as shown on required
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” line.
 

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.
 

Specific Instructions
 Name
 

Exempt Payee 
 

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 the instructions below and the separate
Instructions for the Requester of Form W-9.
 

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.
 

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.
 

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.
 

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 you are exempt from backup withholding, enter your name as
described above and check the appropriate box for your status,
then check the “Exempt payee” box in the line following the
business name, sign and date the form.
 

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
 

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

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

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.
 

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

What is backup withholding? Persons making certain payments
to you must under certain conditions withhold and pay to the
IRS 28% 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, and
certain payments from fishing boat operators. Real estate
transactions are not subject to backup withholding.
 

Payments you receive will be subject to backup
withholding if:
 

If you are a nonresident alien or a foreign entity not subject to
backup withholding, give the requester the appropriate
completed Form W-8.
 

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.
 

Note. You are requested to check the appropriate box for your
status (individual/sole proprietor, corporation, etc.).
 

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.
 

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.
 

Also see Special rules for partnerships on page 1.
 

Foreign person. If you are a foreign person, do not use Form
W-9. Instead, use the appropriate Form W-8 (see Publication
515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).
 

● The U.S. grantor or other owner of a grantor trust and not the
trust, and
 ● The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.
 

Limited liability company (LLC). Check the “Limited liability
company” box only and enter the appropriate code for the tax
classification (“D” for disregarded entity, “C” for corporation, “P” 
for partnership) in the space provided.
 For a single-member LLC (including a foreign LLC with a
domestic owner) that is disregarded as an entity separate from
its owner under Regulations section 301.7701-3, enter the
owner’s name on the “Name” line. Enter the LLC’s name on the
“Business name” line.
 For an LLC classified as a partnership or a corporation, enter
the LLC’s name on the “Name” line and any business, trade, or
DBA name on the “Business name” line.
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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.

 

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 www.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,
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.
 

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.
 

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 domestic entity that has a foreign owner
must use the appropriate Form W-8.
 

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,
 10. A real estate investment trust,

 11. An entity registered at all times during the tax year under
the Investment Company Act of 1940,
 12. A common trust fund operated by a bank under section
584(a),
 13. A financial institution,

 14. A middleman known in the investment community as a
nominee or custodian, or
 15. A trust exempt from tax under section 664 or described in
section 4947.
 

THEN the payment is exempt
for . . .
 

IF the payment is for . . .
 

All exempt payees except 
for 9
 

Interest and dividend payments
 

Exempt payees 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a
broker
 

Broker transactions
 

Exempt payees 1 through 5
 

Barter exchange transactions
and patronage dividends
 

Generally, exempt payees 
1 through 7
 

Payments over $600 required
to be reported and direct
sales over $5,000
 
See Form 1099-MISC, Miscellaneous Income, and its instructions.
 However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from
backup withholding: medical and health care payments, attorneys’ fees, and
payments for services paid by a federal executive agency.
 

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt payees listed above, 1 through 15.
 

1
 
2
 

7. A foreign central bank of issue,
 8. A dealer in securities or commodities required to register in

the United States, the District of Columbia, or a possession of
the United States,
 

2
 

The following payees 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, or
 5. An international organization or any of its agencies or
instrumentalities.
 Other payees that may be exempt from backup withholding
include:
 6. A corporation,

 

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

1
 

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.
 

Part II. Certification
 

For a joint account, only the person whose TIN is shown in
Part I should sign (when required). Exempt payees, see Exempt
Payee on page 2.

 

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, and 5 below indicate
otherwise.
 

Signature requirements. Complete the certification as indicated
in 1 through 5 below.
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Give name and EIN of:
 

For this type of account:
 

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

A valid trust, estate, or pension trust
 

6.
 

Legal entity 
4

 

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 to certain fishing boat crew
members and fishermen, and gross proceeds paid to attorneys
(including payments to corporations).
 

The corporation
 

Corporate or LLC electing
corporate status on Form 8832
 

7.
 

The organization
 

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

8.
 

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.
 

The partnership
 

Partnership or multi-member LLC
 

9.
 

The broker or nominee
 

A broker or registered nominee
 

10.
 

The public entity
 

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
 

11.
 

Privacy Act Notice
 

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.
 Circle the minor’s name and furnish the minor’s SSN.
 You must show your individual name and you may also enter your business or “DBA” 
name on the second name line. You may use either your SSN or EIN (if you have one),
but the IRS encourages you to use your SSN.
 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. 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.
 

Disregarded entity not owned by an
individual
 

The owner
 

12.
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You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable interest, dividend, and certain other
payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.
 

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns with the IRS to report interest,
dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or abandonment of secured property, cancellation of debt, or
contributions you made to an IRA, or Archer MSA or HSA. The IRS uses the numbers for identification purposes and to help verify the accuracy of your tax return.
The IRS may also provide this information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal and state agencies to enforce federal
nontax criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism.
 

 

1
 

 

2
 
3
 

4
 

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.
 

What Name and Number To Give the Requester
 Give name and SSN of:

 
For this type of account:
 

The individual
 

1.
 

Individual
 The actual owner of the account or,

if combined funds, the first
individual on the account
 

2.
 

Two or more individuals (joint
account)
 

The minor 
2

 
3.
 

Custodian account of a minor
(Uniform Gift to Minors Act)
 The grantor-trustee 

1

 
4.
 

a. The usual revocable savings
trust (grantor is also trustee)
 The actual owner 

1

 
b. So-called trust account that is
not a legal or valid trust under
state law
 The owner 

3

 
5.
 

Sole proprietorship or disregarded
entity owned by an individual
 

Call the IRS at 1-800-829-1040 if you think your identity has
been used inappropriately for tax purposes.
 

1
 

To reduce your risk:
 ● Protect your SSN,
 ● Ensure your employer is protecting your SSN, and
 ● Be careful when choosing a tax preparer.
 

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 personal 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.consumer.gov/idtheft or 1-877-IDTHEFT(438-4338).

 Visit the IRS website at www.irs.gov to learn more about
identity theft and how to reduce your risk.
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