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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. 

*** Vendor 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: 

 Completed Vendor Application  

 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) 

 Certificate of Insurance (if applicable) 

 

 

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

http://cporising.com/2012/08/03/examples-of-procurement-fraud/
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Example 
(Incorrect Submission of Vendor Information) 

‘W9 Form’ 

 
 
 
 

 

 

 

The vendor keyed 
in their SSN and 

EIN/ Tax ID#. 

 

The vendor should 
select one or the 

other as indicated 
on the W9 form. 
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