«MyCompanyName»
«MyCompanyAddrBlock»
«LetterDate»
«AddrBlock»
Attn: Accounts Receivable Manager,

We are in the process of updating our records.  The IRS regulations require purchasers to submit a 1099 to certain vendors meeting IRS requirements whose payments total $600.00 or more for the calendar year.
Please complete the enclosed W-9 form and fax it back to us at:





xxx-xxx-xxxx

The first line of the form should be completed based upon the name that is used on your federal income tax return.
Thank you for your help in this matter.

Sincerely,

«Signature»
«Title»
«MyCompanyName»
