Online Vendor Registration Page – Resources – FAQ’s
Frequently Asked Questions
How Do I Become A Vendor?  
To become an authorized vendor to the State of New Hampshire you will want to complete the Online Vendor Registration process via the “Vendor Registration” link. You will need a valid e-mail address in order to complete the process. Please note that this e-mail address will be where all bids and proposals will be sent so it should not be a person’s personal e-mail address whenever possible. If you do not have a valid email address you can download the Vendor Application and Alternate W-9. These documents may be sent via fax at 603-271-2700 or physical copies may be mailed to 25 Capital St, Rm 102, Concord NH 03301.
· As a security precaution, Tax ID’s, E-mails, and certain other information are not stored on the website and will not show for companies that utilize the Returning Vendor link.
· There is only one contact allowed per vendor.  This includes email addresses.  The email address should be generic to the company as there may be turnover in the sales position.  This email is not only for Bid Notifications, but, it is utilized for sending Purchase Orders to the vendor.
· The website will only ever show one location for the vendor, if the vendor has more than one location.  If they are looking to update or add new locations, having them send all pertinent information, including their vendor number to the prch.web@das.nh.gov email is best.
Does it cost anything to register as a vendor?
No, there is no registration fee.
How long does it take to receive a vendor number?
If an application is successfully submitted online it will take roughly 3 business days. This does not include the original day of submission or holidays.
May I place a bid without a Vendor Number?
Yes. You can place a bid without being a registered vendor; however contracts will only be awarded to a vendor who is currently registered and in good standing with the Secretary of State.

How do I receive direct deposit payments from the State of NH?
Visit the State Treasury website at www.nh.gov/treasury and click on “State of NH Vendors” - Here you can read about Direct Deposit and submit a request to receive an ACH Enrollment form to sign up.
If I am a registered vendor with the state, can municipalities also use my services?
Municipalities and Tax Exempt organizations may purchase off of our commodity contracts, as long as the contract specifies that it is allowed.  The Municipalities and Tax Exempt Organizations will have to set up their own purchase method with the vendor.
If my business has changed Tax IDs do I need a new vendor number?
Yes, vendor numbers are associated with your Tax ID. A new one should be issued if the Tax ID has changed.
What is an NIGP code?
NIGP (National Institute of Governmental Purchasing) codes are codes that correlate with your commodity or service. Codes are made up of a major class and a minor class. The major class is the broader category while the minor class is the more specific subcategory. It is important for vendors to be thorough when selecting codes to ensure they receive as many accurate solicitations as possible.
What if I want to select more than 100 NIGP codes, or am having difficulty using the entry form?
Download the NIGP Code Excel file by clicking here then mark the NIGP codes that apply and e-mail the form to PRCHWEB@NH.GOV with your vendor number and tax identification number. NIGP Codes are NOT stored on the website and any prior selected NIGP codes will not be available for viewing by the vendor in any form.  






