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Adding Vendors in Core Job Aid

	Step
	Task

	1
	To add a new vendor to the Core-CT System, request that vendors submit the following information to the OPM Division of Administration:

1. Agency Vendor Form SP-26NB (available on OPM@Home)

2. Request for Taxpayer Identification Number and Certification Form W-9 (available on OPM@Home)

3. Vendors who are non-profit organizations need to submit a copy of their 501C letter. This is a letter from the IRS which acknowledges the organization's non-profit status. 

4. Vendors who are towns need to check off their Business Type as NON-PROFIT on the Agency Vendor Form but they do not need to submit a copy of their 501C letter.

5. Submit all of the above information to:

Office of Policy and Management

Division of Administration 

Mail Stop # 55ADM

450 Capitol Avenue

Hartford, CT 06106-1308

Or fax to (860) 418-6489
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