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Find Out if MCPS has an IRS Form W-9 On 

File for a Supplier 

School financial agents can use the MCPS AP Inquiry responsibility to find out if MCPS has 
an IRS Form W-9 on file for a supplier. Existing corporations in FMS should have a W-9 on 

file. New corporations working with FMS may not have a W-9 on file, and it needs to be 
requested. 

If a W-9 is on file, a school doesn’t need to get another copy of the W-9 before making a 

payment to the supplier from the independent activity fund (IAF) and preparing MCPS 
Form 280-47/280-47a: Independent Activity Funds. 

Payments are 1099-MISC reportable to MCPS if the following: 

 The payment is service oriented, such as printing a logo on a t-shirt (only the printing 

portion if printing is itemized), transporation, or a DJ. 

 The payment is to an independent contractor who is not an active MCPS employee. 

 The payment is to an organization not associated with an active MCPS employee. 

 The supplier provides a social security number instead of a tax identification number. 

When in doubt, contact the Division of Controller. 

Payments are not 1099-MISC reportable to MCPS if the following: 

 They are reimbursements to an employee or vendor for books, materials, or meeting 

supplies and refreshments. 

 The payment is to a corporation. 

 The payment is to a tax-exempt organization. 

 To find out if MCPS has an IRS Form W-9 on file for a supplier: 

1. Navigate to the FMS home page. 

 

2. Under the MCPS AP Inquiry responsibility, select Suppliers. 
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3. On the Find Suppliers window in the Supplier Name field, type either a person’s 
name or a company’s name. 

4. Click the Find button. 

 

5. On the Suppliers window, first make sure that the Inactive On field is blank, 

which indicates that the supplier is active. 

6. Then, select the Tax Reporting tab, and make sure both Income Tax Type field 

and Organization Type field are not blank, which indicates that MCPS has a W-9 
on file. 


