OFFICE OF THE CHIEF FINANCIAL OFFICER
POLICY MANUAL
Revision Date 06/12/2014
         
Filing Number 11,749
Date Issued 03/25/74

Page 2 of 2


SUBJECT

Vendor Numbers
PURPOSE

To inform state agencies of the requirements for obtaining Taxpayer Identification Numbers in conjunction with creating vendor records in the SMART Vendor Table.

AUTHORITATIVE REFERENCE

None

GENERAL INFORMATION

Introduction

Vendor numbers are used in SMART for payment and Purchase Order transactions. A valid active vendor record must exist in SMART in the Vendor Table to be used on a SMART transaction. 
Vendor Numbers 
The SMART vendor number consists of 10-characters and is assigned by SMART.   The vendor taxpayer identification number (TIN) is no longer used as the vendor number but the TIN is required in order to establish a new vendor in SMART.  Agencies are required to obtain a current Form W-9, Request for Taxpayer Identification Number and Certification, prior to establishing a new vendor record in SMART.  However, agencies are no longer required to submit the Form W-9 to the Office of Systems Management but must retain the form and provide it upon request.
Procedures for creation, use and maintenance of vendor records in SMART are available on the SMART Web website under Training>Accounts Payable>Vendors.
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Vendors

The page contains the Vendor training materials and additional website content.





CONTACT SOURCES
Questions regarding creation, use and maintenance of vendor records in SMART should be directed to:



Department of Administration



Office of Systems Management


Kansas Service Desk


Vendor Team










