
Scenario 1

Scenario 1

The remittance 
address of the 
attorney has 

changed. 

Attorney completes 
W/9 listing new 

remittance address.

Attorney faxes form to 
JAC at 1-866-849-6903, 
Attn: Contract Section.

Address is changed.

Scenario 2

Scenario 1

An event occurs where the 
Attorney is required to 

change the tax ID (or SSN).

Attorney completes new 
contract (prints 2 copies) 

and W/9 form.

Sign both copies in blue 
ink and send both copies 

with W/9 to JAC.

JAC executes 
contract, and returns 
one signed copy to 

the Attorney.

The most current 
version of the W9 form 

can be found at 
www.irs.gov or on the 

JAC website at 
www.justiceadmin.com

Until JAC receives an updated W/9, payments will be remitted to the address on 
file.  You may eliminate this problem by arranging for payment through 

electronic funds transfer rather than mailed warrants.

Both the contract and 
W/9 can be found on 
the JAC website at 

www.justiceadmin.com

When changing 
law firms, in most 

cases, a new 
contract needs to 

be executed 
because of the 

change in Tax ID.

Any pending invoices listing the prior tax ID will be paid 
to that tax ID at the address on file for it .
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Scenario 3

Scenario 1

The Attorney has pending 
vouchers listing the previous 
tax ID and wishes to amend 

them.

Attorney calls JAC 
Help Desk for list of 
pending vouchers.

Attorney completes new 
JAC invoice voucher 

cover and sends to JAC.

It is helpful to write “AMENDED” 
at the top of the voucher cover to 

help prevent error in payment.

Sign the amended voucher cover 
in blue ink.

JAC cannot accept faxed copies 
of an amended voucher cover. Note: Future invoices will be paid based upon the tax ID on 

the JAC Invoice Voucher cover.  If the voucher cover 
references the former tax ID, then JAC will pay the invoice to 

the address on file for that tax ID.  Similarly, if the voucher 
cover references the present tax ID, then JAC will pay to the 

address on file for the present tax ID. 

JAC processes 
amended voucher 

cover.

Attorney submits a Request to 
Withdraw JAC Voucher Cover/
Invoices form until amended 
vouchers can be submitted.

The form can either be faxed to 
866-644-6323 or emailed to 

helpdesk@jac.state.fl.us
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