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VENDOR SUBMISSION POLICY


E-mailing of Vendor Applications and W-9 forms with Tax ID information is prohibited.

Due to Federal Law – The Bureau of Purchase and Property cannot accept any documentation via email that contains Federal Tax ID (FTI) information (either a Federal ID Number or a Social Security Number).

Please do not email Tax ID numbers to the prchweb@nh.gov email address or to a specific person at the Bureau of Purchase and Property.  All vendor applications, W-9s, alternate W-9s and any invoices that contain a Tax ID must be sent via fax, inter-office mail, U.S. mail or other common carrier, or be physically delivered. Emails containing FTI will be deleted without acknowledgement.

Faxes may be sent through 603-271-2700 or 271-7564.  Inter-office copies may be sent to the Bureau of Purchase & Property, State House Annex Room 102, or to our mailing address, 25 Capitol Street, Concord, NH 03301.

[bookmark: _GoBack]Vendors must also comply with these rules, and should only submit through the Online Vendor Registration which is encrypted or physically provide the Vendor Application and W-9 by the means noted above.  The Online Vendor Registration link is https://das.nh.gov/purchasing/vendorregistration.  This is the preferred and primary submission method.  Faxes and/or physical copies should only be used when the online method is not available.

1. DoIT Enterprise Security Policy NHS – 04.02.2013 – v.2 effective 10/6/2011 
“State agencies must comply with applicable Federal, State and Local laws and regulations, as well as any agency-specific requirements such as those for the Health Insurance Portability and Accountability Act (HIPAA), Federal Tax Information (FTI), Payment Card Industry (PCI), and Criminal Justice Information Services (CJIS).”

2. IRS Publication 1075  http://www.irs.gov/uac/Encryption-Requirements-of-IRS-Publication-1075

Applicability of Encryption Requirements: Electronic Mail:
“IRS Publication 1075 states e-mail systems shall not be used to transmit FTI data. Under the circumstances where there is an agency business requirement to use e-mail to transmit FTI, both the FTI data and message itself must be encrypted to protect the confidentiality of FTI.”


If you have any questions, please contact Leo Sorel, Supervisor, Data Control, Bureau of Purchase & Property at leo.sorel@nh.gov.  Thank you.

