
Employee W9 Submission Instructions 
 

 All W9 submissions must be sent to LOPD-Fiscal@lopdnm.us 

 Address listed must be office address (if W9 contains the employees’ personal address, your 

submission will be rejected) 

 Part I- Section 1: Supplier Information must contain the employees name. Section 2 must be 

blank 

 

 Part I- Section 3: State of NM Employee (Agency No.)- 28000 (No other selections will be 

accepted) 

 

 Part I- Section 4: 1099 Reporting: Select either “attorney services” or “other” and state your 

occupation  

 

 Part II TIN: Employee ID must be selected and employee ID stated in the space provided 

 

 Part III Address: Office address must be listed (all others will be rejected) 

 



 Part IV: Certification: All sections must be completed. Only a “wet” signature or a digitally 

certified signature with date and time stamp will be accepted. Adobe “copy paste” signature will 

be rejected 

 Part V: Optional Direct Deposit: Only complete this section if you wish to receive ACH payments 

(direct deposit to bank account) Only a “wet” signature or a digitally certified signature with 

date and time stamp will be accepted. Adobe “copy paste” signature will be rejected 

o Voided check must be included in order for ACH payments to be set up. If no voided 

check is available, a bank letter on bank letter head with a bank officers signature is 

needed with all your pertinent account information. No temporary checks will be 

accepted.  

 Once W9 is completed, email to lopd-fiscal@lopdnm.us. Include future travel dates or type of 

reimbursement for which this is needed for in the body of the email. DFA will not accept the 

submission if this information is not included. 

 Once your W9 is accepted by the Fiscal team, it will be submitted to DFA. Turnaround time is 2-3 

weeks if no corrections are needed.  

 All information on the W9 must be legible otherwise the W9 will be rejected. 

 


