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When you place an order for any type of goods, you often fill out an order form. Order forms are used by almost all types of organizations. An order form is a document, created by the organization, designed to state all of the information about a particular order. This form is used by the company to fill the order and it is
prepared generally by the buyer of the goods. Obtain an order form. When you decide to make a purchase, you must find the correct order form to use. If you purchase something through a fundraiser, the person hands you the form to fill out. If you are buying something out of a catalog, an order form is generally
attached somewhere in the catalog. If you are making an online purchase, you complete the order form electronically on the business’ website. Decide what items to order. Before filling out the form, you must decide what items you want to purchase so that you can list them on the form. Fill out your contact information. All
order forms ask for the customer’s name, billing address, email address and phone number. Most order forms also ask for a shipping address for the order if it is different from the billing address. Fill in the items you want to order. To fill these in, you must put a quantity, item number, item description and price. Typically,
you must fill out one line for each different item you are ordering. There is also usually an extended price column, which is calculated by multiplying the quantity times the price of the item. Add up the totals. Many order forms require that you add up the total costs for the items. If you must pay tax, there is a line for that as
well. Another line is generally given for the amount of shipping costs involved in the order. Enter your billing information. Generally, customers placing orders pay for the goods with a credit card. You must enter the card number, expiration date and three-digit security code from the back of the card. IRS Form W-4 is filled
out by employees to direct their employers on how much federal withholding to deduct from their paychecks. Obtain a W-4 Form. Most employers will supply a new hire with a form. If they do not, download the form from the IRS website. Fill in biographical information. The first part of the form (in the center of the page)
simply asks for the employee's name, address, Social Security number and marital status. Married employees can designate their preference for the higher single withholding rate to be applied to their pay. Complete the Personal Allowance Worksheet. The top half of the full W-4 Form contains lines A through H, on
which the employee calculates his total number of allowances. The first several lines relate to whether the filer is a dependent, married, claiming dependents or the head of a household. Lines E and F relate to child-care tax credits. Itemize deductions on Page 2, if necessary. If the employee intends to itemize his
deductions, this is done on the Deductions and Adjustments Worksheet on the second page of Form W-4. Combine income from multiple jobs on page 2, if necessary. A filer who has more than one job, or is married to someone who also works, and if the combined earnings from all jobs exceed $40,000, must complete
the Two-Earners/Multiple Jobs Worksheet on page 2 to avoid having too little tax withheld. Fill in lines 5 and 6. Line 5 will be the number from line 10 of the Deductions and Adjustments Worksheet, if that was used. If that Worksheet was not completed, line 5 will be the result (line H) of the Personal Allowance Worksheet.
Use line 6 to have additional amounts of tax withheld from each paycheck. The entry on line 6 of Form W-4 will be the final result (line 9) of the Two-Earners/Multiple Jobs Worksheet if this area was filled out. Complete the remainder of the form. Line 7 allows an employee to claim exemption from withholding if they meet
the two qualifications. There are also spaces for the employee's signature and contact info to be filled out by the employer. Tear and submit. Separate the bottom half of page 1, which is the only part of the form that needs to be filed. The completed W-4 should be submitted to the employer. Tips The more deductions an
employee can claim, the less will be deducted from their pay. On the other hand, the more that is withheld, the more likely the chance the employee will receive a tax refund. Fill out a new W-4 every year, or at least every time your personal information changes. If you're filling out a Form W-4, you probably just started a
new job. Or maybe you recently got married or had a baby. The W-4, also called the Employee’s Withholding Certificate, tells your employer how much federal income tax to withhold from your paycheck. The form was redesigned for 2020, which is why it looks different if you've filled one out before then. The biggest
change is that it no longer talks about “allowances,” which many people found confusing. Instead, if you want an additional amount withheld (perhaps your spouse earns considerably more than you), you simply state the amount per pay period. Here, we answer frequently asked questions about the W-4, including how to
fill it out, what's changed and how the W-4 is different from the W-2.Go beyond taxes to build a comprehensive financial plan. Find a local financial advisor today. Why Do | Need to Fill Out Form W-4?As just noted, the form tells your employer how much federal income tax to withhold from your paycheck. You'll need to
complete a new W-4 every time you start a new job. If your new company forgets to give you one for some reason, be sure to ask. If your employer doesn’t have a W-4 form from you, the IRS requires it to treat you as a single tax filer, which means withholding the highest possible amount from your paycheck for taxes.
You can get back the amount you overpay, but only in the new year when you file your tax return. Do | Need to Submit the New Form W-47? You should complete the redesigned W-4 only if you started a new job — or if your filing status or financial situation has changed. You do not need to fill out the new form if you have
not changed employers. Your company can still use the information provided on the old W-4 form.How Long Does It Take for W-4 Changes to Be Implemented? When you submit a W-4, you can expect the information to go into effect fairly quickly. But how long exactly before your paycheck reflects the changes largely
depends on your payroll system. Ask your employer when you turn in the form.How Is the New W-4 Different from the Old W-4?The biggest change is the removal of the allowances section. You no longer need to calculate how many allowances to claim to increase or decrease your withholding. The new form instead
asks you to indicate whether you have more than one job or if your spouse works; how many dependents you have, and if you have other income (not from jobs), deductions or extra withholding. The new form also provides more privacy in the sense that if you do not want your employer to know you have more than one
job, you do not turn in the multiple job worksheet.How to Fill Out the W-4?As far as IRS forms go, the new W-4 form is pretty straightforward. It has only five steps. If you are single, have one job, have no children, have no other income and plan on claiming the standard deduction on your tax return, you only need to fill
out Step 1 (your name, address, Social Security number and filing status) and Step 5 (your signature).If you have more than one job or your spouse works, you'll need to fill out Step 2. If you have children, Step 3 applies to you. And if you have other income (not from jobs), you'll be itemizing your deductions on your tax
return or you want an extra amount withheld (including from other jobs), you can indicate your adjustments in Step 4.How to Fill Out Step 2: Multiple Jobs or Spouse Works?If your spouse works and you file jointly or if you have a second or third job, you can use either the IRS app or the two-earners/multiple jobs
worksheet (page three of the W-4 instructions) to calculate how much extra should be withheld (you put this amount in Step 4). If there are only two jobs (i.e., you and your spouse each have a job, or you have two), you just check the box. (Your spouse should do the same on his or her form or you check the box on the
W-4 for the other job, too.) How to Fill Out Step 3: Claim Dependents?You fill this out if you earn $200,000 or less (or $400,000 or less for joint filers) and have dependents. It's a simple calculation where you multiply the number of children under age 17 by $2,000 and the number of other dependents by $500 — and add
the two sums.How to Fill Out Step 4a: Other Income (Not from Jobs)?If you have interest, dividends or capital gains that you’ll owe taxes on, you can indicate here the total amount of non-pay income here. Your employer will figure it into how much taxes to withhold from your paycheck.How to Fill Out Step

4b: Deductions?The deductions worksheet requires some math. You'll also need to know how much you claimed in deductions on your last tax return. If you claimed the standard deduction, you don’t need to fill this out. If you claimed more than the standard amount, this worksheet will help you calculate how much more.
Once you have this amount, you add any student loan interest, deductible IRA contributions and certain other adjustments. You then put this total on the form.If you get stuck, use the IRS’s withholding app.How to Fill Out Step 4c: Extra Withholding?If you will owe more in taxes than what your salary alone would indicate,
you can say here how much more you want withheld per pay period. If the extra amount is because your spouse works or because you have more than one job, you enter the amount you calculated in Step 2 — plus any other amount you want withheld.How Does the W-4 Form Differ From the W-2?Yes, both of these
forms start with the letter ‘w,’ but that's where the similarities end.Unlike a W-4, a W-2 form is what your employer fills out for all employees and files with the IRS. It shows your annual earnings from wages and tips. It also states the amounts withheld for the year for Social Security, Medicare, state, local and federal
income taxes.The Bottom Linelf you aren’t switching jobs or going through life changes, you don’t need to refile your W-4 just because the form has changed. However, all new employees need to fill out a W-4 to avoid overpaying taxes. While the form is more straightforward and doesn’t include allowances like it did in
the past, it's still important to properly and accurately list information on your W-4.Tax Planning and Your Financial Plan Income taxes are just one aspect of tax planning. If you want to preserve what you've earned and grow it in the most tax-efficient way, a financial advisor can help. To find a financial advisor to work with,
use SmartAsset’s free tool. It connects you with up to three advisors in your area. If you're ready to be matched with local advisors, get started now. Starting a new job? Even before you fill out your W-4, you can get an estimate for how much your take-home pay will be. Just use our paycheck calculator. Photo credit:
IRS.gov ©iStock.com/Peoplelmages, ©iStock.com/wdstockPage 2Do you know enough about financial management to take care of all of your investing on your own? Or do you need help from a seasoned expert?That question comes up for millions of Americans each year.If any of these describe you, you could benefit
from professional financial advice:1. You're retiring soon — Maximizing retirement income requires smart decisions around complex topics such as Social Security, 401(k) and IRA withdrawals.2. You manage your own investments — Individual investors should check their strategies with unbiased third parties. You may be
overlooking opportunities in your portfolio.3. You have children — Whether you’re saving for college or planning their inheritance, there are several ways to ensure your children are taken care of.4. You inherited money — Have you noticed lottery winners often declare bankruptcy? It can be difficult to manage sudden
increases in wealth.5. You have a financial advisor — Depending on how you chose your advisor, there may be a better one for you. Family referrals are convenient but don’t always produce results.6. You're divorcing — Untangling finances in a divorce can be messy. Impatrtial advice is key.7. You want to build wealth — If
you're still decades from retirement, good decisions today can add thousands to your retirement accounts. See Your 3 Financial Advisor MatchesFinding the right financial advisor that fits your needs doesn’t have to be hard. SmartAsset’s free tool matches you with top fiduciary financial advisors in your area in 5 minutes.
Each advisor has been vetted by SmartAsset and is legally bound to act in your best interests. If you're ready to be matched with local advisors that will help you achieve your financial goals, get started now. When you start a new job, there’s a lot of paperwork to fill out, from direct deposit documents and benefits
enroliments to your W-4 form. But when you're a contractor or self-employed person, income taxes work a little differently. You will still have to report your earnings to the IRS, and the companies that use your services will have to report those earnings, too. That's where the W-9 form comes in.Planning out your taxes is
just one aspect of your financial plan. Talk to a financial advisor in your area today. W-9 Form DefinedThe title of Form W-9 is officially Request for Taxpayer Identification Number and Certification. Employers use this form to get the Taxpayer Identification Number (TIN) from contractors, freelancers and vendors. The
form also provides other personally identifying information like your name and address.The form acts as an agreement that you, as a contractor or freelancer, are responsible for withholding taxes from your income. When you're a full-time employee, your employer withholds some of your income to cover federal income
taxes and FICA taxes (which include Medicare and Social Security taxes). Employers do not make that withholding for contractors.At the end of the tax year, the business you did work for will use the information on your W-9 to complete a 1099-MISC. This form outlines all the payments made to you. A financial institution
may also require you to report interest, dividends and capital gains earned by their customers.Most of the time, a company or financial institution will send you a blank W-9 form to complete before you begin business with them. If you need to issue the form, you can download a W-9 from the IRS website. W-9 Form: Who
Has to Fill It Out?W-9 forms are for self-employed workers like freelancers, independent contractors and consultants. You need to use it if you have earned over $600 in that year without being hired as an employee. If your employer sends you a W-9 instead of a W-4, the company has likely classified you as an
independent contractor. You should confirm with the company that this is the case. Knowing your status can help you plan your tax return.The W-9 form allows businesses to keep track of their external workforce. This means you don’t send your W-9 form to the IRS. Instead, you send it to your supervisor or the
company’s human resources department. If you did multiple jobs for multiple companies, you could fill out a number of W-9 forms in the same year. You will also have to submit new W-9 forms any time you change your name, business name, address or tax ID number.W-9 Form InstructionsFilling out a W-9 is pretty
straightforward. The form itself isn’t even an entire page long, excluding the instructions. The business that hires you should fill in its name and employer identification number (EIN). You'll then fill out the form line by line.Line 1 — NameThis should be your full name. It should match the name on your individual tax return.
Line 2 — Business namelf you have a business name, trade name, DBA name or disregarded entity name, fill it in here. If you do not have a business, you can leave this line blank.Line 3 — Federal tax classificationThis section defines how you, the independent contractor, is classified when it comes to federal taxes. You
will check the first box if you are filing as an individual, sole proprietor or single-member limited liability company (LLC) owned by an individual and disregarded for U.S. federal tax purposes. A sole proprietor business operates under the owner’s Social Security number and hasn’t been registered as another type of
business. Taxes apply to single-member LLCs in the same way.The other boxes correspond to C corporation, S corporation, Partnership and Trust/estate businesses.The Limited liability company box is for a Partnership or LLC businesses with multiple members. You can check this box if you own an LLC treated as a
partnership for federal taxes (fill in “P” in the adjacent space), an LLC that has filed Form 8832 or 2553 and is taxed as a corporation (fill in “C” or “S” in the adjacent space depending on the type) or an LLC whose owner is another LLC not disregarded for federal tax purposes (fill in the appropriate letter in the adjacent
space). If your LLC has not filed a request to be taxed as a C or S corporation, it is taxed as a Partnership. The “Note” on the form clarifies the LLC-specific rules. You can always seek your attorney’s or tax advisor’s help to ensure you complete your form(s) correctly.Line 4 — Exemptions You do not need to fill in this
section as an individual. Only certain businesses or entities with any reason for exemption need to fill out these spaces. If this applies to you, you'll need to provide a number or letter code that indicates that reason.If your entity is exempt from backup withholding, you'll fill in the first line with your code. This should apply
to most entities. However, if your business is not, the company who hired you for your services will need to withhold income tax from your pay at a flat rate of 24% and send it to the IRS. This is known as backup withholding.If you are exempt from reporting required by the Foreign Account Tax Compliance Act (FACTA),
you will fill in the second line. The latter only applies if you hold your accounts outside the United States. If you maintain your account in the U.S., you can leave the second line blank or write “N/A.” If you’re unsure about your exemptions, Page 3 of the form outlines situations that would make you exempt.Lines 5 & 6 —
Address, city, state, and ZIP codeLine 5 requires the address (number, street, and apartment or suite number) where your employer will mail your information returns. The following line, Line 6, leaves a space for you to enter the city, state and ZIP code of this address.Line 7 — Account number(s)This is an optional line
where you can fill in any account numbers your employer may need. Most individuals can leave this blank.Part | — Taxpayer Identification Number (TIN)You have two options in this section. You can enter either your Social Security number (SSN) or your employer identification number (EIN). Typically, you provide your
SSN if you file as an individual or single-member LLC. Use your EIN if you file as a multi-member LLC classified as a corporation or partnership. If you are a sole proprietor, you could use either number, but your SSN is preferable.If you are a resident alien and you are not eligible for a SSN, you should use your IRS
individual taxpayer identification number (ITIN).Again, you may want to check with your tax advisor or contact the IRS directly to double check your information. Providing an incorrect TIN can cause issues with your payments or tax return. It can also lead to future backup withholding.Part Il — CertificationThis is where you
sign and date the form, indicating that you provided your accurate information. This is a legal document, so it's important to read and follow all instructions carefully.Again, keep your safety in mind when completing and sending a W-9. Before you even fill it out, verify that the request for your form is legitimate. Also make
sure to send the completed form properly. Use a secure method of delivery, like hand delivery, mail or encrypted file attachment. You want to make sure you’re not accidentally sending your personal information to the wrong people. How Are a W-4 and W-9 Different?You will need to fill out a W-4 when you've just
started a new job as a full-time employee or your financial situation has changed (while still remaining a full-time employee). A W-4 form requires some of the same information as a W-9, like your name, address and Social Security number. These forms also request information on tax exemptions. Employers use the
completed W-4 to determine how much to withhold from your paycheck for federal income taxes. Since an employer doesn’t withhold income tax for contract and freelance employees, W-9 forms don’t request that information.What Is the Difference Between a 1099 and W-9?The 1099 and W-9 forms go hand in hand.
Independent contractors fill out the W-9 to confirm their tax responsibilities and provide information to their employer(s). In turn, employers use a contractor's W-9 to complete a 1099 detailing the worker’s income.There are 18 different 1099 forms, each one relating to the nature of the income. This includes freelance or
contract income, but also real estate sales earnings, debt cancellation, pension contributions and more. The amount you need to report depends on the type of income, starting at as low as $10 for interest gains and reaching up to $20,000 for special credit-card transactions.As an independent contractor or freelancer,
you'll receive a W-9 form when you begin your work from the company using your services. Then in January, you'll receive your 1099-MISC form that documents your annual earnings. When you file your federal taxes, attach each of the 1099 forms you have received. The company will also file your 1099-MISC with the
IRS.Bottom LineA W-9 form is crucial to filing your taxes if you're a contract worker, a freelancer or self-employed. The companies you work with do not have to withhold paycheck taxes for you, and the W-9 serves as an agreement that you are responsible for paying those taxes on your own.Note that you do not send
this form to the IRS. You send it to the employers who have requested it from you. While it’s relatively simple to fill out a W-9, always double check to ensure your information is complete and accurate. If you are unsure how to fill something out, consider looking for a tax accountant to help you make sense of your
taxes.Tips for Getting Through Tax Season It's important to start collecting your tax paperwork as soon as possible. That gives you time to do your calculations, collect the correct information and submit your taxes on time. For people who want some help staying organized, a financial advisor is a great resource.
SmartAsset’s free financial advisor matching tool can help you find advisors in your area. Get started now. If you're self-employed and have worked for a number of vendors, you'll have to fill out multiple W-9 forms. Each vendor who paid you more than $600 in a given year will send you a 1099 the following year, by
January 31. If you are missing a 1099, contact the company. Using the right tax filing software can help you ensure that all your tax forms are correct. If you aren’t sure which to use, consider two of the most popular services, H&R Block and TurboTax. They both offer clear explanations of the process and a smooth filing
experience. Here’s a closer look at whether you should choose H&R Block or TurboTax. Photo credit: ©iStock.com/alfexe, ©iStock.com/asiseeit, IRS.gov, ©iStock.com/mediaphotosPage 2Do you know enough about financial management to take care of all of your investing on your own? Or do you need help from a
seasoned expert?That question comes up for millions of Americans each year.If any of these describe you, you could benefit from professional financial advice:1. You're retiring soon — Maximizing retirement income requires smart decisions around complex topics such as Social Security, 401(k) and IRA withdrawals.2.
You manage your own investments — Individual investors should check their strategies with unbiased third parties. You may be overlooking opportunities in your portfolio.3. You have children — Whether you're saving for college or planning their inheritance, there are several ways to ensure your children are taken care
of.4. You inherited money — Have you noticed lottery winners often declare bankruptcy? It can be difficult to manage sudden increases in wealth.5. You have a financial advisor — Depending on how you chose your advisor, there may be a better one for you. Family referrals are convenient but don’t always produce
results.6. You're divorcing — Untangling finances in a divorce can be messy. Impartial advice is key.7. You want to build wealth — If you're still decades from retirement, good decisions today can add thousands to your retirement accounts.See Your 3 Financial Advisor MatchesFinding the right financial advisor that fits
your needs doesn’t have to be hard. SmartAsset’s free tool matches you with top fiduciary financial advisors in your area in 5 minutes. Each advisor has been vetted by SmartAsset and is legally bound to act in your best interests. If you're ready to be matched with local advisors that will help you achieve your financial
goals, get started now.
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