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W-8 and W-9 Forms Instructions Checklist 

Step 1: Read Introduction and check that the correct form is provided by following the High Level Decision Tree                                                          page 11 
  

Step 2: Verify the latest version of the form is used by checking against forms from the IRS website in Appendix E                                                               page 110 
  

Step 3: Choose Instructions for the appropriate form (selected in Step 1) and validate the content. TThe most important sections to review are circled 
and also listed in the Appendix F (page 11): 
 

 
  

                 AAppendix A-  W--9: Request for Taxpayer Identification Number and Certification                          page 22 
  

                AAppendix B-  W--8BEN--E: Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Entities)                    page 33 
  

                AAppendix C-  W--8BEN:  Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Individuals)                  page 77 
  

                 Appendix D -- WW-88ECI: Certificate of Foreign Person's Claim That Income Is Effectively Connected with the Conduct of a Trade or Business   in   
the United States   
        

paage 8       
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U.S. Tax Informational Forms Review 

A. Introduction 

The present document is high level guidance on U.S. tax informational forms. (SSection B contains a high level decision tree, which should help the reviewer to determine 
whether a W-8/W-9 received by Celestica is acceptable). Subsequently, in AAppendices A-D, the reviewer may find the information that aa properly filled form should 
contain.  
-Please note that it is the entity providing goods/services to a US Celestica affiliate that needs to provide a Form W-8 or W-9. For example, if a foreign corporation that 
is owned by US corporation provides goods/services to a US Celestica affiliate, it is the  foreign corporation that must issue a Form W-8BEN-E to the US Celestica 
affiliate, despite the fact that the foreign corporation has a US corporation as its owner.  
-The vendor should issue the Form W-8/ W-9 to the US Celestica entity on or before the date that the US Celestica entity makes a payment to the vendor. 

B. High Level Decision Tree – United States Tax Form W-9, W-8BEN, W-8BENE, W-8ECI  

NOTE: for the purposes of the illustration above, a “person” can be an individual, a corporation or a legal entity. 

IF CELESTICA IS NOT IN POSSESSION OF THESE DOCUMENTS, IT MAY BE REQUIRED TO WITHHOLD 30% TAX ON GROSS AMOUNT PAID.  

Goods and/or 
Services 

U.S. Person 
use form W-9 Foreign Person 

use form W-8 Series 

U.S. Person 
use form W-9 
(Appendix A) 

Individual 
use form W-8BEN 

(Appendix C) 
Corporation/Entity 

Vendor Operations 
within the U.S. 

use form W-8ECI 
(Appendix D) 

Vendor Operations 
outside the U.S. 

use form W-8BEN-E 
(Appendix B) 
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Appendix A - W-9: Request for Taxpayer Identification Number and Certification (Review Highlights form W-9)- US Vendors 
 
Step 1: Check this  information against the Celestica New Vendor Data Request form 
A. Ensure this line is not left blank. The name should match the name on the tax information 
section in the Celestica New Vendor Data Request Form. 
 
B. Ensure that only one box is checked.  The classification should be consistent with the 
Celestica vendor data request form. 
 
C. If the person on Line 1 is exempt from backup withholding and/or FATCA reporting, an 
applicable code(s) should be reported on Line 4.   
NOTE: exempt payee codes range from number 1 to 13, and exemption from FATCA codes range 
from code letter A to M. For samples of commonly used codes, please refer to the table below.  
Please contact your Tax Advisors for further advice. 
 
Step 2: Ensure the address is complete and accurate 
D. Typically, this should be a U.S. address with a ZIP code 
 
Step 3: Ensure the taxpayer identification number (“TIN”) is included   
E. For an individual this should be a social security number (“SSN”) and for an entity this 
should be their employer identification number (“EIN”). 
NOTE: For either an SSN or an EIN, this should be a 9-digit number. 
 
Step 4: Verify completeness of Certification 
F. Ensure the form is complete by checking that it is signed and dated. 
 
 
 
 

Exempt payee codes  Exemption from FATCA reporting codes  
5 — A corporation 
 

 

D — A publicly traded corporation (i.e., a corporation the stock of which is 
regularly traded on one or more US stock exchanges (e.g., New York Stock 
Exchange, NASDAQ) 
E — An affiliate of a publicly traded corporation 
 

 

A  

B  C  

D  

E  

F  
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Appendix B - W-8BEN-E: Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Entities) - Foreign Vendor (not individual) 
(Highlights to review form W-8BEN-E) 

A.  Please refer to the decision tree in section B of this summary for general guidance. 
 
Step 1: Check  this  information against the Celestica New Vendor Data Request form 
B. Ensure the nname of the organization, ccountry, and name of the disregarded entity (if 
applicable), receiving the payment aare complete.  
NOTE: A disregarded entity is defined as a business entity that has a single owner, is not a 
“corporation” under US tax law, and is not under a foreign list of legal entities that are 
specifically disregarded as “corporations” for US federal income tax purposes.  These can 
sometimes be identified as “LLC’s”; however, not all LLC’s are disregarded entities.  For 
further clarification, vendor should consult with vendor’s tax department. 
 
NOTE: The country on Line 2 should be the country the beneficial owner was incorporated. 
 
C. Ensure that one, and only one, box is marked off.   
 
D. For the purposes of this section, an “Active NFFE” will be the most common selection. 
 
In addition, the selection of this part of the form will have an additional section to be 
completed as explained further below. 
 
NOTE: If no selection is made on Line 5, vendor should consult with vendor’s tax department. 
 
Step 2: Ensure the address is complete and accurate 
E. Check this against the Celestica New Vendor Data Request Form. 
Confirm that this address is not: 
- of a financial institution (used for payment purposes),  
- a post office box, or  
- an address used solely for mailing purposes unless such address is the registered 
address of an entity identified on line 1 which does not have another address in the 
jurisdiction. 
 
F. NOTE: Line 7 should oonly be filled out if the mailing address is different from the 
permanent residence address reported on Line 6. 
 
Step 3: Ensure the taxpayer identification number is included 
G. Ensure that aat least one of the identification numbers on Line 8 to 10 is complete. 
NOTE: The TIN (taxpayer identification number), will be the employer identification number 
(“EIN”).  This information should match the Celestica New Vendor Data Request Form. 
 
 
 

A  

B  

C
 

D  

E  

F  

G  
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W-8BEN-E: Certificate of Foreign Status of Beneficial Owner for United States 
Tax Withholding and Reporting (Entities) 
 
NOTE: PPart II is generally not applicable 
 
Step 4: Ensure that Part III is completed if the entity receives the type of income  below 
H. This section is only completed if the entity from Part I is a resident in a treaty country and 
is entitled to and claims tax treaty benefits, i.e., if the entity is receiving fixed or determinable, 
annual or periodical (“FDAP”) income.  Examples of FDAP income are: 
- interest,  
- rent, 
- dividend payments, 
- royalties, and 
- the payment is from sources within the US. 
 
Be sure the box on Line 14a is checked and tthe country of residence agrees with the entity’s 
country provided in the permanent residence on Line 6. 
 
I. If Line 14a is checked, one of the items on Line 14b OR Line 14c must be checked.  If the 
“Other” selection on Line 14b is selected, the section or article of the treaty country (US and 
country provided in Line 14a) must be referenced in the space provided. 
 
J. If there is a special rate (%), entered in Line 15, vendor should confirm with vendor’s tax 
advisors. 
 
 
 
 
NOTE: PPart IV is generally not applicable 
 
 
 
 
 
 
 
 
 
 

H  

I  

J  
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W-8BEN-E: Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Entities) 
 
Step 5: Ensure that out of  Parts IV- XXVIII  one correct corresponding part is 
completed as identified in the selection on Part 1, Line 5 of this form 
 
K. Ensure that Parts IV to XXVIII are consistent with the Chapter 4 status checked on Part I, 
Line 5. 
 
For example, if on Part I, Line 5 the “Active NFFE” section is checked, Part XXV should be 
completed as well.  Ensure that the correct corresponding part is completed as identified in 
the selection on Part 1, Line 5 of this form. 
 
 
 
 
 
 
 
 
 
 
 
OR 
L. If on Part I, Line 5 the “Passive NFFE” section is checked, Part XXVI should be completed 
as well.  In addition, Part XXIX should also be completed as explained on the next page 
(section N). Ensure that the correct corresponding part is completed as identified in the 
selection on Part 1, Line 5 of this form.   
 
 
 
 
 
 
 
 
 

K  

M  

L  
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W-8BEN-E: Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Entities) 

Step 6: Verify this section is completed if Part XXVI, Line 40a and 40c were checked 
M. The name, address, and TIN for each US individual/corporation that owns more than 10% 
(by vote or value) of the equity in this vendor, either directly or indirectly (i.e., through ownership of 
a partnership, corporation, trust that in turn owns 10% or more of the equity in this vendor).  For 
further advice, vendor should contact vendor’s Tax advisors. 
 
NOTE: if there are no substantial owners listed here, it is expected that Line 40b would be ticked 
off to certify that there are no substantial owners; otherwise, Line 40c should be checked off.   
 
Step 7: Verify completeness of Certification 
N. Ensure that the authorized person has: 

1. Signed the form, 
2. Entered their name, 
3. Dated the form, and 
4. Checked the disclosure stating ‘I certify that I have the capacity to sign for the entity 

identified on Line 1 of the form’. 
 
 
For additional clarification, please read the specific line instructions for the form referenced on 
appendix E.  
  

M  

N  

1  2  3  

4  
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Appendix C - W-8BEN:  Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Individuals) (Highlights to review form W 
8BEN) 

A. Please refer to the decision tree in section B of this summary for general guidance.  
 
Step 1: Ensure there is a name of an individual listed on Line 1 
B. If there is an entity name listed here, consult with the preparer as they might have to 
prepare a W-8BEN-E instead.   
 
If the individual is dual citizen, the name where the individual is both a citizen and resident should 
be listed.  If the country on Line 2 does not agree with the country listed on Line 9, vendor should 
consult with vendor’s tax department. 
 
Step 2: Ensure the address and taxpayer identification number information is complete 
and accurate 
C. Check this against supporting documentation received.  Line 4 should only be filled out if 
the mailing address is different from the permanent address on Line 3. 
 
D. On Line 5, the social security number (“SSN”) or individual’s foreign tax payer 
identification number (“ITIN”) should be filled out.  The SSN should be a 9-digit number, and the 
ITIN is typically a number assigned by a foreign jurisdiction.  If the SSN entered here is not a 9-digit 
number, confirm the accuracy of the number entered here.    
 
Line 7 is used as an additional identity reference number, but may or may not be completed.  If this 
form is being filed in association with another form, vendor should consult with vendor’s tax 
department. 
NOTE: Lines 6 & 8 generally are not required to be completed. 
E. The residence country entered on Line 9 should agree with the country entered on Line 2. 
If there is a special rate (%) entered on Line 10, vendor should consult with vendor’s tax 
department. 
 
Step 3: Verify completeness of Certification 
F. Ensure that the authorized person has: 

1. Signed the form, 
2. Dated the form, 
3. Printed their name, and 
4. If the form completed by an agent acting under a duly authorized power of attorney 

for the beneficial owner or account holder, Form 2848, Power of Attorney and 
Declaration of Representative, or a form similar to that, should be completed as 
well.   

  

A  

B  

C  

D  

E  

F  
1  2  

3  4  
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Appendix D - W-8ECI: Certificate of Foreign Person's Claim That Income Is Effectively Connected with the Conduct of a Trade or Business in the United States 
(Highlights to review form W-8ECI) 
A. Please refer to the decision tree in section B of this summary for general guidance.  
 
Step 1: Check this  information against the Celestica New Vendor Data Request form 
B. Ensure the nname of the organization, ccountry, and name of the disregarded entity (if applicable), 
receiving the payment are complete.  Check this information against the Celestica New Vendor Data 
Request Form. 
 
NOTE: A disregarded entity is defined as a business entity that has a single owner, is not a “corporation” 
under US tax law, and is not under a foreign list of legal entities that are specifically disregarded as 
“corporations” for US federal income tax purposes.  These can sometimes be identified as “LLC’s”; 
however, not all LLC’s are disregarded entities.  For further clarification, vendor should consult with 
vendor’s tax department. 
 
NOTE: The country on Line 2 should be the country the beneficial owner was incorporated. 
 
C. Ensure that oonly one box is checked. This information can be checked against the Celestica New 
Vendor Data Request Form. 
 
Step 2: Ensure the address is complete and accurate 
D. On Line 5, tthe permanent residence address is the address in the country where the beneficial 
owner claims to be a resident for that country's income tax and can be verified with the information on 
the Celestica New Vendor Data Request Form. 

Confirm that this address iis not: 
- of a financial institution (used for payment purposes),  
- a post office box, or  
- an address used solely for mailing purposes unless such address is the registered address of an 
entity identified on line 1 which does not have another address in the jurisdiction. 
 
Line 6, should be a business address wwithin the United States. If a U.S. address is not listed, additional 
clarifications may been needed from the supplier to support that the vendor is a U.S. individual or 
corporation. 
 
Step 3: Ensure the taxpayer identification number is included 
E. A U.S. taxpayer identification number (“TIN”) must be entered in this section.  For an individual this 
should be a social security number (“SSN”) and for an entity this should be their employer identification 
number (“EIN”).  NOTE: For either an SSN or an EIN, this should be a 9-digit number. 
 
 
 
 

A  

B  

C  

D  

E  
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W-8ECI: Certificate of Foreign Person's Claim That Income Is Effectively Connected with the Conduct of a Trade or Business in the United States 
 
 
Step 4: Ensure that line 11 is completed  
F. Each item of Effectively Connected Income (ECI) (i.e., providing services in the course of 
an active business should be listed on this section. 
Examples of services that will typically be listed in this section are: 
- Consulting Services 
- Information Technology (“IT”) Services 
- Engineering Services 
- Computer Programing 
 
NOTE: Ensure that there is aat least one item on this list.  If there are other activities not on this 
list, there may be a need for W-8BEN or W-8BEN-E for those items that are not effectively 
connected with a trade of business in the U.S.  Confirm that all of the activities are listed here, 
or consider requesting an additional form. 
 
Step 5:  Verify completeness of Certification 
G. Ensure that the authorized person has: 

1. Signed the form, 
2. Entered their name, 
3. Dated the form, and 

Checked the box for the disclosure stating ‘I certify that I have the capacity to sign for the entity 
identified on Line 1 of the form’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

F  

1  2  3  
4  G  
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Appendix E: Web Address for Specific Forms and Instructions 

 
A. The following addresses can be used to get W8 and W9 Forms and instructions  

 
Form Name  Internet Address  of the Latest Form  Instructions  
W9 https://www.irs.gov/pub/irs-pdf/fw9.pdf https://www.irs.gov/pub/irs-pdf/fw9.pdf 
W-8BEN-E https://www.irs.gov/pub/irs-pdf/fw8bene.pdf https://www.irs.gov/pub/irs-pdf/iw8bene.pdf 
W-8BEN https://www.irs.gov/pub/irs-pdf/iw8ben.pdf https://www.irs.gov/instructions/iw8ben/ch02.html#d0e426 
W-8ECI https://www.irs.gov/pub/irs-pdf/fw8eci.pdf https://www.irs.gov/instructions/iw8eci/ch01.html 
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Appendix F: The most important sections of the form 
 
 
 
 

Form Sections: important to complete correctly Audit consequences if not completed correctly  
W-8BEN-E-foreign corporation 
(no US branch) 

C/D – Chapter 3 or 4 status 
H/I – Treaty benefit claim 
N – Signatory information 

- Withholding requirements by Celestica 
- Higher withholding rates may apply 
- Penalties of perjury 

W-8 BEN-E (other entities) C/D – Chapter 3 or 4 status 
H/I – Treaty benefit claim 
N – Signatory information 

- Withholding requirements by Celestica 
- Higher withholding rates may apply 
- Penalties of perjury 

W-8 BEN (individual) D – Taxpayer SSN or TIN 
E – Treaty benefit claim 
F – Signatory information 

 
- Higher withholding rates may apply 
- Penalties of perjury 

W-8 ECI-foreign corporation (no 
US branch) 

C – entity identification 
E – Taxpayer EIN or reference no. 
F – list of items that are ECI 
G – Signatory information 

 
 
- Withholding requirements by Celestica 
- Penalties of perjury 

W-8 ECI-other entities C – entity identification 
E – Taxpayer EIN or reference no. 
F – list of items that are ECI 
G – Signatory information 

 
 
- Withholding requirements by Celestica 
- Penalties of perjury 

   
W-9 US corporations/individuals D – entity identification 

E – Taxpayer EIN or reference no. 
F – Signatory information 

 
 
- Penalties of perjury 

 
 
 
 
 
 
 
 
 
 


