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Registration to Become a City Vendor 
 

 

Let’s get started on your registration.  
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General Company Information 

 
Field Description 

A. Company Name This would be your owning entity Name. If this is a sole proprietorship then 
use your name. 

B. Doing Business as (DBA) This would be the name your business operates under if not the same as the 
Company name. 

C. Federal Employer ID Number This is the federal number assigned to your business. If you do not have one 
you must provide a social security number.  

D. Social Security Number 
(SSN) 

This is only needed if you do not have a FEIN number.  

E. Tax Jurisdiction The business tax jurisdiction.  Click link for more information. 
F. Address This is where your company is physically located.  

• Street Address: is the physical street address of your company 
• City: in which your Company is physically located in 
• Your Postal Code: Please provide your plus 4 zip for U.S. 

addresses. Not sure what it is visit usps.com to get this information. 
www.usps.com 

• State: in your Company is in 
• Country 

G. Communication Phone Number: Main business phone number 
Fax Number: to be used for procurement efforts. 

H. E-Mail Address This is the main email address.  
Caution if you have several employees who work on bids you may want to 
have a generic email versus an actual person.  

I. Attachments Click on Add Attachment to attach your completed W9. If you do not have a 
completed W9 your registration will not be processed.  

J. Remit Address If want payment to be sent to a different address than listed in section F then 
mark this box.  

http://www.usps.com/
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Remit to Address (optional) 

  

These fields will need to be populated with address if you would like payments sent to a different address than 
listed in General Company Information. 

Contact Person Information 

  

A confirmation will be sent to the email address listed here. 

Field Description 
A. First Name This should be the first name of the person who is responsible for the company. 
B. Last Name This should be the last name of the person who is responsible for the company.  
C. Form of Addr. Mr. or Ms. 
D. E-Mail Address This should be the email address of the person who is responsible for the 

company 
E. Copy Comp. Info By clicking this button, the phone and email in General Company Info will be 

populated 
F. Phone number  Phone number of the person who is responsible for the company. 
G. Fax Number Fax Number 
 

Special Business Certifications/Registrations 
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This check box is optional.  

Mark this box if your business is interested in hearing from the city about business certifications and/or 
registrations. 

By marking this box, the city will be sending you a questionnaire via email to be completed. 

Product Category 

 

 

Field Description 
A. Search You may search for your category 
B. Select You may scroll down to find your category. Check the box on the categories 

you would like to bid on. 
C. Marks A Triangle indicates a main category. A dot is a sub category. 
D. Select Mark the box for the category you would like to bid on. 
E. Select You will notice you can select sub categories versus the whole category.  
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You may read the city’s privacy policy by clicking on the link. 

Once you have read the policy, please mark the box if you accept the terms. If you do not agree, your 
registration can not be processed.  

  

Look at the upper left-hand corner or bottom of the registration for the Submit button. Click on it to 
complete part one of your registration process.  
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What is next…  

You will receive an email to confirm your information was successfully submitted.   

No action is required from you.   

Confirmation email example: 
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You may receive an additional email with a questionnaire regarding Special Business 
Certifications/Registrations if you selected the checkbox. Click on the link in the email, this will take 
you to the survey.  

Small Business Certifications/Registrations email example: 

 

See next page. 
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Your registration will be reviewed for completeness; once your registration is complete two emails will 
be sent to you within two business days.  

First email example. Click on the link in the email  

  

Second Email Example 

 


