
Instructions 1

Baltimore County, Maryland

INSTRUCTIONS FOR COMPLETING THE VENDOR’S
REGISTRATION FORM

Section 1: Federal Employer Identification Number (FEIN)
Your Federal Employer Identification Number is a nine-digit number used by
the Federal Government to identify your organization.  It may be found with
most Federal Tax records, specifically on those used when depositing
withholding and FICA taxes.

Section 2: If your organization does not have a Federal Employer Identification Number,
enter your Social Security Number.

Section 3: Applicant’s Firm Name
Enter the name, address and zip code of your principal place of business.  If
your company ‘Does Business As’ (DBA Name) a name other than the name
your company is incorporated as, list the DBA name on this line.
Contact Person – The name of the person to contact if any communications

with this vendor are necessary.
Phone # - The area code and phone number for the contact person.
Fax # - The area code and phone number for the transmittal of documents.
E-Mail – Contact person’s e-mail address.

Sections 
4, 5, and 6: Bid, Order and Remittance Addresses

If you want Bids, Orders, Remittances sent to an address or location other
than your principal place of business, enter this address in the space provided
(E.G., branch office, post office box, etc.)  Otherwise, enter same.

Contact Person, Contact Phone # and Fax # - See explanation in
Section 3 for these fields.

Section 7: Previous Firm Name/Address (Name Change)
If your firm previously had a different name or different ownership, enter
previous name, address, and ownership data.

Section 8: County Code
Enter the 2-digit code for the Maryland County in which the location/branch
doing business with the County is located.  Out-of-State firms refer to 98 or
99.

Section 9: Business Type
Check only one of the classifications that best describes the business.

Section 10: Organization Type
Check one of the organization types that describes the organization.

Section 11: Business Ownership
Check only one business ownership that describes the business.

Section 12: Ethnicity
Check one that best describes the owner’s ethnic background.



Instructions 2

Section 13: Incorporation State
List Postal State abbreviation for the State in which the company is
incorporated.
Incorporation date
List date that company was incorporated.
Date Business Started
If company is not incorporated, list date business began.

Section 14: Minority Business Enterprise Status
For Minority Business Enterprise (MBE) status, a firm must be certified by the
Maryland Department of Transportation (MDOT) or the City of Baltimore.  List
the certifying agency and certification number, and attach a copy of official
advice of certification from the issuing agency.  If you are filling out Section
14, please be sure you have also filled out Section 11.

Section 15: Affidavit
An officer of each applicant firm must sign to certify that all of the information
presented on the application is true.

All sections must be filled in except section 1 or 2 (only 1 of these fields should be filled in).

Internal Revenue Service Form W-9

The enclosed Form W-9 must be completed and submitted with your application.

Instructions for completion are provided on the last page.

CHECK YOUR REGISTRATION FORM CAREFULLY BEFORE MAILING

Return to: Office of Budget & Finance, Purchasing Bureau
400 Washington Avenue, Room 148
Towson, Maryland  21204-4665
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Baltimore County, Maryland
Vendor/Payee Registration

Type or print in INK

This registration is for Baltimore County Government only; you must register separately with the County schools, community
colleges, and library system.

1. 
        Federal Employer Identification Number
 
 
 

2. 
      Social Security Number  (If an  Individual)
 
 
 

3. APPLICANT’S FIRM NAME AND
GENERAL ADDRESS

4. ADDRESS TO WHICH BIDS ARE TO BE
MAILED (If different from No. 3)

Name

DBA Name Address/ Attn:

Address Address

City State Zip Code-Ext City State Zip Code-Ext

County County

Contact Person Position Contact Person Position

Contact Phone # 800 Number Contact Phone # 800 Number

Fax # Fax #

E-mail E-mail

5. ORDER ADDRESS (If different from
No. 3)

6. REMITTANCE ADDRESS (If different from
No. 3)

Address/ Attn: Address/ Attn:

Address Address

City State Zip Code-Ext City State Zip Code-Ext

County Contact Person Position

Contact Person Position Contact Phone # Fax # / 800 Number

Contact Phone # 800 Number 7. PREVIOUS FIRM NAME/ADDRESS (Name
Change)

Fax # Name

E-mail Street or Box

City State Zip Code-Ext

8. COUNTY CODE 
01   Allegany 06   Caroline 11   Frederick 16   Montgomery 21   Talbot
02   Anne Arundel 07   Carroll 12   Garrett 17   Prince George’s 22   Washington

98   Out-of-State
       Out-of-U.S.A.

03   Baltimore City 08   Cecil 13   Harford 18   Queen Anne’s 23   Wicomico
04   Baltimore 09   Charles 14   Howard 19   St. Mary’s 24   Worcester
05   Calvert 10   Dorchester 15   Kent 20   Somerset

           

• •IMPORTANT NOTICE• •
Submission of a Vendor’s Registration DOES NOT GUARANTEE MAILING OF A COPY OF EVERY
SOLICITATION FOR THE COMMODITIES INDICATED.  To ensure fair and equal coverage of lengthy lists,
names are randomly selected from our automated system.  IT IS EACH BIDDER’S RESPONSIBILITY TO
REGULARLY CONTACT THE BUYER(S), AND TO CHECK THE BID BOARD IN THE PURCHASING
BUREAU FOR BID OPPORTUNITIES.  Bid opportunities are posted on the Internet at:

http://www.baltimorecountyonline.info/purchasing.
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9. Business Type 
(Check One Only)

10. Organization Type
(Check One)

11. Business Ownership 
(Check One Only)

01 Manufacturer or Producer
02 Retailer
03 Wholesaler
04 Service
05 Consulting
06 Construction
07 Other                             
08 Workcenter
09 Dealer
10 Distributor

A Association
C Corporation
G Government Entity
I Individual
J Joint
O Other                             
P Partnership

 

G Government Entity
H Disabled
MA Minority Owned, not Small

Business
M Minority Owned Small Business
NS Non Minority Owned, Small

Business
NL Non-Minority Owned, Large

Business
O Other                             
P Non Profit
S Baltimore County Agency

12. Ethnicity of Ownership
(Check One)

13. Incorporation W Woman Owned, Small Business 
WA Woman Owned, Not Small 

A Asian American
B African American
H Hispanic American
I American Indian/Alaskan 

Native
N Non-Minority
O Other Ethnic Group
                                                

 

Incorporation State:  _ _

Incorporation Date:  _ _/_ _/_ _

OR

Date Business Started: _ _/_ _/_ _

Business
X Woman Owned, Minority Small

Business
XA Woman Owned, Minority Not

Small Business

14. Minority as defined in the State of Maryland Regulations (COMAR 21.11.03.03)

To be listed as an MBE  vendor, a firm must be certified by either the Maryland Department of Transportation or the City of
Baltimore.  Please indicate either or both certifications and attach a copy of your current certification document.

Maryland Department of Transportation:

Certification #: ___________________________

Certification Date: _ _/_ _/_ _ Pending:  __________

City of Baltimore: 

Certification #: ___________________________

Certification Date: _ _/_ _/_ _ Pending:  __________

15. Signature

I certify that the information shown on this registration is true and correct.  I will advise the Purchasing Bureau immediately,
in writing, of any change affecting this data.  Please retain a copy of this form for your records.  Failure to respond to
solicitations may result in removal of your firm from the vendor list.

X                                                                                                                           _ _/_ _/_ _
Signature Title         Date

BALTIMORE
COUNTY USE

Application Approved By: Date: Application Determined Incomplete By: Date:

Minority Verified By: Date: Application Entered By: Date



Give form to the
requester. Do not
send to the IRS.

Form W-9 Request for Taxpayer
Identification Number and Certification(Rev. December 2000)

Department of the Treasury
Internal Revenue Service

Name (See Specific Instructions on page 2.)

List account number(s) here (optional)

Address (number, street, and apt. or suite no.)

City, state, and ZIP code

P
le

as
e 

p
ri

nt
 o

r 
ty

p
e

For U.S. Payees Exempt From
Backup Withholding (See the
instructions on page 2.)

Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. For
individuals, this is your social security number
(SSN). However, for a resident alien, sole
proprietor, or disregarded entity, see the Part I
instructions on page 2. For other entities, it is your
employer identification number (EIN). If you do not
have a number, see How to get a TIN on page 2.

Social security number

––

or

Requester’s name and address (optional)

Employer identification number
Note: If the account is in more than one name, see
the chart on page 2 for guidelines on whose number
to enter.

–

Certification

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and

I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal
Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has
notified me that I am no longer subject to backup withholding, and

2.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must
provide your correct TIN. (See the instructions on page 2.)

Sign
Here

Signature of
U.S. person � Date �

3. The IRS tells the requester that you
furnished an incorrect TIN, or

4. The IRS tells you that you are subject to
backup withholding because you did not report
all your interest and dividends on your tax return
(for reportable interest and dividends only), or

Purpose of Form 5. You do not certify to the requester that you
are not subject to backup withholding under 4
above (for reportable interest and dividend
accounts opened after 1983 only).

2. You do not certify your TIN when required
(see the Part III instructions on page 2 for
details), or

Note: If a requester gives you a form other than
Form W-9 to request your TIN, you must use the
requester’s form if it is substantially similar to this
Form W-9.

If you give the requester your correct TIN,
make the proper certifications, and report all
your taxable interest and dividends on your tax
return, payments you receive will not be subject
to backup withholding. Payments you receive
will be subject to backup withholding if:

1. You do not furnish your TIN to the
requester, or

Form W-9 (Rev. 12-2000)

Part I

Part II

Business name, if different from above. (See Specific Instructions on page 2.)

Cat. No. 10231X

Certain payees and payments are exempt
from backup withholding. See the Part II
instructions and the separate Instructions for
the Requester of Form W-9.

�

Check appropriate box: Individual/Sole proprietor Corporation Partnership Other �

Under penalties of perjury, I certify that:

Part III

Use Form W-9 only if you are a U.S. person
(including a resident alien), to give your correct
TIN to the person requesting it (the requester)
and, when applicable, to:

1. Certify the TIN you are giving is correct (or
you are waiting for a number to be issued),

2. Certify you are not subject to backup
withholding, or

3. Claim exemption from backup withholding if
you are a U.S. exempt payee.

Civil penalty for false information with respect
to withholding. If you make a false statement
with no reasonable basis that results in no
backup withholding, you are subject to a $500
penalty.

Criminal penalty for falsifying information.
Willfully falsifying certifications or affirmations
may subject you to criminal penalties including
fines and/or imprisonment.

Penalties
Failure to furnish TIN. If you fail to furnish your
correct TIN to a requester, you are subject to a
penalty of $50 for each such failure unless your
failure is due to reasonable cause and not to
willful neglect.

Misuse of TINs. If the requester discloses or
uses TINs in violation of Federal law, the
requester may be subject to civil and criminal
penalties.

If you are a foreign person, use the
appropriate Form W-8. See Pub. 515,
Withholding of Tax on Nonresident Aliens and
Foreign Corporations.

3. I am a U.S. person (including a U.S. resident alien).

What is backup withholding? Persons making
certain payments to you must withhold and pay
to the IRS 31% of such payments under certain
conditions. This is called “backup withholding.”
Payments that may be subject to backup
withholding include interest, dividends, broker
and barter exchange transactions, rents,
royalties, nonemployee pay, and certain
payments from fishing boat operators. Real
estate transactions are not subject to backup
withholding.

A person who is required to file an information
return with the IRS must get your correct
taxpayer identification number (TIN) to report, for
example, income paid to you, real estate
transactions, mortgage interest you paid,
acquisition or abandonment of secured property,
cancellation of debt, or contributions you made
to an IRA.



Form W-9 (Rev. 12-2000) Page 2

What Name and Number To
Give the Requester

Give name and SSN of:For this type of account:

The individual1. Individual
The actual owner of the
account or, if combined
funds, the first individual
on the account 1

2. Two or more
individuals (joint
account)

The minor 23. Custodian account of
a minor (Uniform Gift
to Minors Act)

The grantor-trustee 14. a. The usual
revocable savings
trust (grantor is
also trustee)

1. Interest, dividend, and barter exchange
accounts opened before 1984 and broker
accounts considered active during 1983. You
must give your correct TIN, but you do not have
to sign the certification.

The actual owner 1b. So-called trust
account that is not
a legal or valid trust
under state law

2. Interest, dividend, broker, and barter
exchange accounts opened after 1983 and
broker accounts considered inactive during
1983. You must sign the certification or backup
withholding will apply. If you are subject to
backup withholding and you are merely providing
your correct TIN to the requester, you must
cross out item 2 in the certification before
signing the form.

The owner 35. Sole proprietorship

Give name and EIN of:For this type of account:

3. Real estate transactions. You must sign
the certification. You may cross out item 2 of the
certification.

A valid trust, estate, or
pension trust

6.
Legal entity 4

4. Other payments. You must give your
correct TIN, but you do not have to sign the
certification unless you have been notified that
you have previously given an incorrect TIN.
“Other payments” include payments made in the
course of the requester’s trade or business for
rents, royalties, goods (other than bills for
merchandise), medical and health care services
(including payments to corporations), payments
to a nonemployee for services, payments to
certain fishing boat crew members and
fishermen, and gross proceeds paid to attorneys
(including payments to corporations).

The corporationCorporate

7.

The organizationAssociation, club,
religious, charitable,
educational, or other
tax-exempt
organization

8.

5. Mortgage interest paid by you,
acquisition or abandonment of secured
property, cancellation of debt, qualified state
tuition program payments, IRA or MSA
contributions or distributions, and pension
distributions. You must give your correct TIN,
but you do not have to sign the certification.

The partnershipPartnership

9.

The broker or nomineeA broker or registered
nominee

10.

The public entityAccount with the
Department of
Agriculture in the name
of a public entity (such
as a state or local
government, school
district, or prison) that
receives agricultural
program payments

11.

Privacy Act Notice

1 List first and circle the name of the person whose
number you furnish. If only one person on a joint
account has an SSN, that person’s number must be
furnished.
2 Circle the minor’s name and furnish the minor’s SSN.
3 You must show your individual name, but you may also
enter your business or “DBA” name. You may use either
your SSN or EIN (if you have one).
4 List first and circle the name of the legal trust, estate,
or pension trust. (Do not furnish the TIN of the personal
representative or trustee unless the legal entity itself is
not designated in the account title.)

Note: If no name is circled when more than one
name is listed, the number will be considered to
be that of the first name listed.

Sole proprietor. Enter your individual name
as shown on your social security card on the
“Name” line. You may enter your business,
trade, or “doing business as (DBA)” name on the
“Business name” line.

Sole proprietorship The owner 3

12.

Note: Writing “Applied For” means that you have
already applied for a TIN or that you intend to
apply for one soon.

Part I—Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box.

Part II—For U.S. Payees Exempt From Backup
Withholding

Individuals (including sole proprietors) are not
exempt from backup withholding. Corporations
are exempt from backup withholding for certain
payments, such as interest and dividends. For
more information on exempt payees, see the
separate Instructions for the Requester of
Form W-9.

Part III—Certification

For a joint account, only the person whose
TIN is shown in Part I should sign (when
required).

If you are exempt from backup withholding,
you should still complete this form to avoid
possible erroneous backup withholding. Enter
your correct TIN in Part I, write “Exempt” in
Part II, and sign and date the form.

If you are a nonresident alien or a foreign
entity not subject to backup withholding, give
the requester the appropriate completed Form
W-8.

Other entities. Enter your business name as
shown on required Federal tax documents on
the “Name” line. This name should match the
name shown on the charter or other legal
document creating the entity. You may enter any
business, trade, or DBA name on the “Business
name” line.

How to get a TIN. If you do not have a TIN,
apply for one immediately. To apply for an SSN,
get Form SS-5, Application for a Social Security
Card, from your local Social Security
Administration office. Get Form W-7, Application
for IRS Individual Taxpayer Identification
Number, to apply for an ITIN or Form SS-4,
Application for Employer Identification Number,
to apply for an EIN. You can get Forms W-7 and
SS-4 from the IRS by calling 1-800-TAX-FORM
(1-800-829-3676) or from the IRS’s Internet Web
Site at www.irs.gov.

If you do not have a TIN, write “Applied For”
in the space for the TIN, sign and date the form,
and give it to the requester. For interest and
dividend payments, and certain payments made
with respect to readily tradable instruments,
generally you will have 60 days to get a TIN and
give it to the requester before you are subject to
backup withholding on payments. The 60-day
rule does not apply to other types of payments.
You will be subject to backup withholding on all

If the account is in joint names, list first and
then circle the name of the person or entity
whose number you enter in Part I of the form.

If you are a sole proprietor and you have an
EIN, you may enter either your SSN or EIN.
However, the IRS prefers that you use your SSN.

You must provide your TIN whether or not you
are required to file a tax return. Payers must
generally withhold 31% of taxable interest,
dividend, and certain other payments to a payee
who does not give a TIN to a payer. Certain
penalties may also apply.

 

If you are a resident alien and you do not
have and are not eligible to get an SSN, your
TIN is your IRS individual taxpayer identification
number (ITIN). Enter it in the social security
number box. If you do not have an ITIN, see
How to get a TIN below.

If you are an LLC that is disregarded as an
entity separate from its owner (see Limited
liability company (LLC) above), and are owned
by an individual, enter your SSN (or “pre-LLC”
EIN, if desired). If the owner of a disregarded
LLC is a corporation, partnership, etc., enter the
owner’s EIN.

Limited liability company (LLC). If you are a
single-member LLC (including a foreign LLC with
a domestic owner) that is disregarded as an
entity separate from its owner under Treasury
regulations section 301.7701-3, enter the
owner’s name on the “Name” line. Enter the
LLC’s name on the “Business name” line.

Caution: A disregarded domestic entity that has
a foreign owner must use the appropriate
Form W-8.

To establish to the withholding agent that you
are a U.S. person, or resident alien, sign Form
W-9. You may be requested to sign by the
withholding agent even if items 1, 3, and 5
below indicate otherwise.

Section 6109 of the Internal Revenue Code
requires you to give your correct TIN to persons
who must file information returns with the IRS to

Note: See the chart on this page for further
clarification of name and TIN combinations.

Specific Instructions
Name. If you are an individual, you must
generally enter the name shown on your social
security card. However, if you have changed
your last name, for instance, due to marriage
without informing the Social Security
Administration of the name change, enter your
first name, the last name shown on your social
security card, and your new last name.

such payments until you provide your TIN to the
requester.

report interest, dividends, and certain other
income paid to you, mortgage interest you paid,
the acquisition or abandonment of secured
property, cancellation of debt, or contributions
you made to an IRA or MSA. The IRS uses the
numbers for identification purposes and to help
verify the accuracy of your tax return. The IRS
may also provide this information to the
Department of Justice for civil and criminal
litigation, and to cities, states, and the District of
Columbia to carry out their tax laws.
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