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Procurement Guideline for Vendor Setup
(End User Information)

Only Authorized District personnel are permitted to submit Vendor applications to the portal
(procurement@richlandone.org) for review and consideration.

Applications submitted directly by vendors will NOT be accepted.
Vendor Setup Process

A vendor is not permitted to begin work with Richland County School District One (i.e. be paid)
until certain paperwork has been completed and the proper tax form is received. Because of the
sensitive and confidential nature of the data, setups and changes cannot be taken over the
phone; they must be submitted via email by completing the vendor application form located on
the Procurement Services website. https://www.richlandone.org/Page/11146.

*** VVendor submissions with the appropriate paperwork may take up to (3) business days or more to
verify, (vet the vendor) and enter into the MUNIS system. At peak times of the year it may take up to (5)
business days. ***

Why is this important? Vetting vendors ensures the district avoids potential fraudulent
situations. Vendors not submitting the proper tax documentation may delay the process further.
(This will depend upon how quickly they respond to requests for the additional information). In
order to avoid delays in payments, schools and departments should ensure a vendor is setup
before work begins.

Only vendors who have been successfully setup will appear in MUNIS.
New Vendors

The following documentation is required for new vendor setup:

v" Completed Vendor Application

v" Current Form W-9 or W-8 is required for IRS regulatory compliance. The name on the form
must match the firm name shown on the Purchase Order issued.

o U.S. companies and individuals who are U.S. citizens or U.S. resident aliens must
provide Form W-9 Request for Taxpayer Identification Number and Certification

o Non U.S. companies must provide Form W-8BEN-E Certificate of Foreign Status of
Beneficial Owner for United States Tax Withholding and Reporting (Entities)

o Individuals who are not resident aliens for tax purposes must provide Form W-8BEN
Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding
and Reporting (Individuals)

v’ Certificate of Insurance (if applicable)

1|Page
Created 7/22/2021
Procurement Guideline for Vendor Setup
(End User Information)


https://www.richlandone.org/Page/11146

R)

RICHLAND ONE

Procurement Guideline for Vendor Setup
(End User Information)

Changes to existing vendors

Any updates to an existing vendor must be submitted via procurement@richlandone.org. Existing
vendors will complete vendor applications as usual and update fields or attach a new W9 as
necessary. The verification process will ensure against the creation of duplicates.

» If there is a vendor name and/or EIN/ tax ID number change, we are unable to just ‘update’
MUNIS. Additional information is required.
= Request for a letter of novation is needed, or any legal documentation indicating the
vendor name and/or EIN/ tax ID number has changed.

Potential Additional Requirements for Vendor Setup

» Procurement for Professional Development services $2500 or more are required to complete a
PD form found the Richland One website.

» If your school is receiving services from an artist, you must make sure the artist is on the
approved SC Artist's Commission List

» DRAPE Form for computers, copiers, etc.

» Services being rendered by artist painting murals or any form of artwork must be on the
approved SC Commission for Artist list.

Vetting Vendors
Why is Vetting Vendors Important? Answer: Avoiding Potential Fraud

What is Procurement Fraud?

As per cporising.com ,“Procurement fraud can be defined as dishonestly obtaining an
advantage, avoiding an obligation or causing a loss to public property or various means
during procurement process by public servants, contractors or any other person involved in
the procurement.” In layman’s terms it is a “kickback”.

Examples of Fraud

» Conflict of interest — An employee is somehow related to a vendor.
» Fraudulent or fake companies setup by employees - This speaks for itself.

» Colluding with a vendor — To purchase a product or service at a higher cost or a
cheaper product that doesn’t meet the quality requirements. In return, the employee
receives a kickback
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Example
(Incorrect Submission of Vendor Information)
‘W9 Form’
o W=9 Request for Taxpayer Give Form to the
o, Ockabar 0184 Identification Number and Certification requester. Do not
send to the .

Department of tha Treasury
Intemel Pegerus Service ¥ Gio to www.irs.gov/FormWa for instructions and the latest information.

1 Harne (ae shom o pour incorme tax retum]. M is required on this line; do not leeva this line blank.

4 wmlﬂnmhmlyh
i,

The vendor keyed
in their SSN and
EIN/ Tax ID#.

Exemgtion from FATCA rporing
code (f any)

Ppnies 17 BCTTLTES USROG Sulse (L9 LLE)
e and address foptional)

Print or type.
Sen Specific Instructions on page 3.

The vendor should
select one or the
other as indicated
on the W9 form.

ber (TIN)
must match the name given on line 1 to avoid
L. However, for a

Enmtar your TIM in the appropriate bax, The providaed

backup withholding. For individuats, this is generally your social security number (55N
resident alien, sola propristor, or disrsgarded entity, 586 the instructions for Part |, later, For other
entities, it is your employer identification number (EINL K you do not have a number, see How to get a
TN, later,

Note: H the account is in more than one narme, see the instrections for line 1, Alse see Wi Name and
Nurber Te Give the Reguester for guidelines on whose number to enter,

Il Certification

Under penalties of perury, | cartily that.

9. The nuenber shown on this form s my correel taxpayer identification numiser (or Lam waiting for a numbar o be issued to me); and

2. | am not subject to beckup withholding because: (g) | am exempt from beckup withholding, or (B | have not been notified by the Irtemal Revenue
Sarvice (IRS5) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
no longer subject to backup withholding; and

3. lam a LS, cittzen or other ULS. person [defined balow); and

4, The FATCA codals) enterad on this form ( any) indicating that | am axempt from FATCGA reporting is comect,

Cerification instructions, You must cross out tem 2 abows # you hawi been notified by tha IRS that you are cumantly subject to backup withholding becausa

you have failed to repon all interes! and dividends an your Lex reburm, For real estabe Iransactions, l‘m?ﬂ:ﬂmﬂm For mortgage inferest paid,

acquisition or abandonment of sacured property, cancellation of debt, contributions to an 1t (IRAL, and , peayments

ather than interest and dividends, you ane not requined to sign the certiication, mmmmmmmnummmmmu latar.

Sign
Here

i 27 G

General Instructions ©

Saction references are 1o the Intemnal Fevenue Goda unless otheriss
noted.

Futura For the latest information about developrents
ralated to Form W-8 and its instructions, such as legislation enected
alftor thay were published, go to www.irs.govw/PormiVeL

Purpose of Form

An individual or entity {Form W-8 requester) who is required 1o fle an
informartion return with the IRS must obtain your correct taxpayer
identification number [TIN) which may be your social security number
(=8N, ndvidual tapayer identification number (ITIK), adoption
taxpayes identification number (ATIN), or employer idertification number
{EIN), to report on an information retwn the ameunt paid to you, or other
amaunt reportable an an information retum. Examples of information
returns include, but are pot limded o, the following.
= Fosrm 1098-INT (interest eamed or paid)

%n‘m-ﬂ\'{dlmﬂ& including those from siocks or mutusl
funds)

= Form 1089-MISC fmrous types of income, prizes, swards, or gross
procends)

= Form 1059-B (stock or mutual fund sales and cerlain ather
transactions by brokers)

= Form 1089-5 (procaeds from real estate transactionss)

+ Form 1096-K {marchant cand and third party network transactions)

= Forrm 1094 (homa mortgage interest), 1NB-Etmnnrltlumhbs|u‘l]
1098-T (huition)

« Form 1099-C {eanceled debt)

* Form 1088-A faoquisition or abandonment of secured propaerty)
Use Farm 'W-3 only if you are a LS. parson {including a esidant

alian), comect TIN.

o provide your
M you do nol retum Fomm WS bo the reguester with @ TINL you might
mmmmmmm Sso What is backup withholding,

Caat. Mo, 10231%

Form W-9 fRev. 10-2015
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Example
(Correct Vendor Application)
Page 1

R) | ‘Wendor Ma:

oy
RICHLAND ONE
Frocuremend Senvioes
Wendar Appidoationz01
Pars Sireet
Columbia, 5C 79201
PH: B33-231-7033
(Subpact i any federal, sate and ooal laws]

**The District dogs not acsept vendor applications directly fram vendars. Vendor applications (new and updated) must be
submitted intemally through a Richland County School District One employes bedore being created_ (1.8, Bookkespers,
Administrative Aselatants, or Department Heads). =

“*Richland One employess will forward completed applications fo the Procurement Servlces Department. =
#HD APPLICATION WILL EE PROCE 3 8ED WITHOUT A COMPLETE W.8 ATTACHED=

Plaase chack (ha appropriate baxes
O M-Minority O S-Small O w-Waman O O-Other B W9 Attached

" Whal senicas afe l:eing fardarsd? Student medcal cois for the nurses af each schoo! locatian jex. © o professional

development, sfo.)

Name of Company: Asgard Aesir Madical Supplies, LLC | pga. A4 Medical Supplies, LLC

Gentact 1: 1her G. Thunder ssiorFEIN: _ 11-78124100
Contzet2: Odin G. Alifather Business Licenze Mumber:
Stata:

Tel=phone Mumber: 999-222-4444
Fax Nurrbc—r:_ggg'uz'un

Howi long in present business:  gver 200 Years

In £na Intaract of protastion tor the Dictriet and Ite vendore, it e
mandatory for vendore to hawve purohecs asthordzation In the
form of 2 cignad Furohace Ordar EEFORE placing an crder.

Address To Which Bids/Quates and Purchass Orders Remittance Address (If Diffzrent From

Are To Be Mailed: Bid=/Qwotes/PO Mailing Address):
715 Assir Lan= 715 Aesir Lane
Oldahoma City. OK 73000 Oklahoma City, 0K 73000
Email Address For Electronic Purchase Order P-Card Fayment Prefzrred Yes Mo

Transmittsls To Be Mailed:
An active applcation doss not legally antlie a vendor to any
asgardaesirschaalsupplieslo@ rare _marvelcom pariowar solicialkon, fheefore, vendors are encouraged 1o oheok the
Districfs wehsite: wew nohigndong oeg for legal notces of Imetation
ta Bid (FB). The Procuramiant DEpan ment may alsa be contacted for
saolietation information

Website- Sgardaesirschoclsuppliesllc.com

Type of Organization {Check One) Individual Partnership Corporation Cher

RCE0 Jne requires thad no emp ke or Board of School Commissioners may have a specal inderest in any conract pakd with funds Belanging
2 or adminisiered by ihe Boand of Echool Commissioners. B yowyour fims have such a relaiionship, aiach a separabe sheet cxplaining ine
relationshio. Al iransacions are govemed by e laws of the Siaie of South Carolina and the Board of School Commbssianers

dor RCED One

I certily that infarmation supplied hersin is correct and neither the applicant nar any person 0 any cannechan with the
apalicant as a princpal or officer, so far as known, now debarred, suspended ar athersise declared inslipible by ary agency of
Faderal Gavernment, agencies of the State of South Caroina or by Richland County School District One.

|
LSE TiZ2I2021
Persan Authorized to Sign this Application, Titke Date
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Example
(Correct Vendor Application)
Page 2

Request for Taxpayer Give Form to the

Identification Number and Certification reguester. Do not

ha Tro ,
1 asLry I i L e gouormVEY for Kikrsotios e tes Latswt inlosmon. send to the IRS

1 Mame (as shown an your incoma tax returnl. Mame Is required on this bra; oo nat laave this Ine blank,
Asgard Aesir Medical Supplies, LLC

2 Business nama/disragarded antity nama, If differant Trom above
AA Medical Supplies, LLC

3 Check appropriate boo for federal 1ax classification of the person whioss name fs entered on line 1. Chack only one of the | 4 Exsmptions (codes spply only to

faliowing seven bowes. certaln antiias, nat indhvdusls; ses
Instructions on page 3¢
Indiidualisole proprigtor or I:I L Corparation |:|E| Camoration 'mrsm:l Drrmm
gle-mamber LLC Exernpt payee code [if any)
mited liabiity compary. Erter tha tax classification (G=0 compembon, S=5 corporation, P=Parinership)

Motec Check the approgrizte box in the line abave for the tax classHication of the single-membar awner, Do not check | Examgtion from FATCA reporting
LLC if the LLC i clessified as a single-member LLC that is disregarded from the cwnar unless tha cwnaer of the LLE s I
araittar LLG hat is not disregandad Iram ke cwner for LS. federal tax purposss. Ctherwise, a single-member LLG that| © Sl
B Cignagarcad from the owner ncuid check the Bpproprate box for the tax dassification of fis oamar.

Print or type.
See Specilic Instructions on page 3.

iFar s inslructons] » DTS 1D CRRAE THRTSAAT BLET 198 LLE
dreas [numbar. sireal. and apl. or suita no.) See instnuctions. Requesinr's name and addness (optkonal
715 Aesir Lane

& City, state, and AP coda
Oklahoma City, OK 73000

T Lt agcount numbsans) hene (optional

Taxpayer Identification Number (TIN}
Enter your TIN in the approgeiate Box, The TIN provided must match the name given on line 1 to avoid Social security number

backup withhalding, For ndividuals, this is generally your social security number (S5M). However, fora !
residant alien, sole proprietor, or disregardad entity, 5ee the instructions for Part |, later, For other - -

enlities, it is your employer identEfication number (EIN), If you do not have a number, see How fo gef 2
TN, later, or
Niote: If the account i in mere than cne name, sea the instructions for line 1. Also sae What Mame amd Emaloyer identification number
Wurnber To Give fhe Requester for guidelines on whosa number io enter.

Certification
Lnder peralties of perjury, | cartify that:

1. The number shown on this form is my comect taxpayer identification numbar (or | am waiting far a nurmbar to ba issued te ma); and

2_ | am not subject to backup withholding because: (8) | am axempt from backup withholding, o [b) | have not bean notified by the Intemal Revenus
Service (IRS) that | am sulbjact to backup withholding as & result of a fallure to repart all interest or dividends, or (=) the RS has notified me at | am
nao konger subject to backup withholding; and

3. | &m a L.5. citizen or cthar .5, person {definad below); and

4_ The FATCA codels) entered on this farm (f any) indicating that | am exemgt from FATCA reporting is correct,

Crartification instructions. Yau must cross out item 2 above if you have bean notified by the IRS that you are cumantly subject to beckup withhelding because

wau have failed to report all interest and dividends on your tax rabum,. For real estate fransactions, (bem 2 does not apply. For martgage interest pald,

acquisition or abandonment of secured property, cancebation of debt, confributions to an individual retiremant armangement {IRA), and ganearally, payments

oRher than interest and dividends, you are nat required to sign the certification, but you must previde your comect TIN. See the instructions for Part I, later.

$|gn i af p ‘-T.-:? ;I_r?_
Here | b3 porson> ri‘.ij = ey 71222021
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