
 

 
 
 
 
To Whom It May Concern: 
 
The Department of Treasury, Internal Revenue Service, and Washington State Auditors have requested we 
have a W-9 on file for each vendor with whom we do business. 
 
If you are doing business in the State of Washington, please include your UBI# (state business license).  We 
are required to have this, on file, in addition to the EIN or social security number, in order to continue doing 
business with each vendor. 
 
Although we are not yet required to report to the IRS payments made for merchandise, telephone, freight, 
and similar items, we would appreciate your cooperation in updating our confidential, secure vendor files. 
 
Please complete the attached W-9 as soon as possible.  No purchase orders or payments will be completed 
until this information is received and updated in our vendor files 
 
Mail or fax to: 
 
Olympia School District 
Accounting Office 
1113 Legion Way SE 
Olympia, WA  98501 
 
Fax: 360-596-6121 
 
Thank you. 
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