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How to submit a sub w9 form 

 

• Go to the Kentucky Fire Commission website. 

https://kyfirecommission.kctcs.edu/ 

 

 

• Click about. 

 

 

 

 

https://kyfirecommission.kctcs.edu/
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• Go to forms and find the KCTCS Sub W-9 Form (Fillable Field PDF) 
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Sub w9 Page 1: 

Step 1: At the top of the form, check which option(s) are applicable. If 

one box is only checked (Incentive, State Aid or Grants) please submit 

another sub w-9 form for the other options. If all funds from the fire 

commission go to the same account, check all funds. 

 

 

Step 2: Check either new vendor or change to existing vendor. If your 

agency is currently getting paper checks then mark new vendor, if your 

agency gets direct deposit and needs to update the information mark 

change to existing vendor.  
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Step 3: In the next section type and click the boxes that apply: agency 

federal tax id #, TIN/EIN or SSN, legal name, business name (if different), 

does your business accept credit cards, type of business, business 

classification.  

 

 

Step 4: Type your signature, date and printed name.  
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Sub w9 Page 2 

Step 5: Do not fill out the Purchase Order section. Type the information 

into the remittance section: Vendor name (if different), Remit to 

address, City, State, Zip, Remit to Contact Name, Email, Remit Phone, 

Fax. Changing the address, click the box and add the address in the box.  

 

 

 

Step 6: Direct deposit information, complete all fields: Name on Bank 

Account, Bank account, Bank Routing Number, bank account number, 

mark if the account is a checking or savings, email address, mark if this 

is establishment of a new direct deposit or change to existing direct  

DO NOT COMPLETE THE 

PURCHASE ORDER SECTION 
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deposit. If a direct deposit is set up and need to change the email that 

receives the notification of funds being deposited, mark new email 

address, and fill in the blank.  

 

 

 

Step 7: Type your name, signature, and date. 

 

Step 11: Save the document and attach it in an email to 

fdstateaid@kctcs.edu. 


