INSTRUCTIONS FOR COMPLETING SMITHSONIAN INSTITUTION VENDOR ENROLLMENT (SI-3881-A)


1. Vendor Action:  

Check appropriate line to identify new or vendor change request – Create New or Change Existing Vendor #.

2. Vendor Type:
· For all commercial vendors and employees doing business with SI, select  “Supplier”;

· For both foreign and domestic stipend recipients, select  “Stipend Recipient”;
· For all other employees, select  “Employee”; and,

· For government agencies that do business with the Smithsonian, select “Other Government Agencies”. 

3. Name of vendor or the actual recipient of funds to be disbursed by SI.  If recipient is an individual, enter first name then last name.

4. Enter the SSN# (Social Security), TIN (TAX Identification Number), or the ITIN (International TIN issued by the IRS to foreigners) of the vendor.

5. Enter the nine digit DUNS #.

6. Enter complete Business Mailing Address:

· Business Address (street, P.O. Box, etc.) 

· City, State, and ZIP code

· Contact Name and Phone Number

· Email and FAX Number

7. Enter complete Buy From Address (Location where order is being shipped from):

· Buy From Address (street, P.O. Box, etc.)

· City, State, and ZIP code

· Contact Name and Phone Number

· Email and FAX Number

8. Payment Method:  
· Select “EFT” and complete the required form SI-3881-E.  (This is the preferred payment method for payments being made by the Smithsonian Institution.)

· If the vendor is seeking a check disbursement, the vendor must complete Form SI-3881-W, Waiver Letter.  If the Waiver Letter is accepted and approved, the vendor should select “Check” and complete the REMIT TO ADDRESS providing the following information:  
1. Remit to Address (street, P.O. Box, etc.)

2. City, State, and ZIP code

3. Contact Name and Phone Number

4. Email and FAX Number

If the Remit To Address is the same as item 6, skip and go to item 9.

9. Check all applicable Business Types.  

10. Check all applicable Minority Owned Business Specific Types.  
Note:  If you are obtaining this information over the phone, ask the vendor to identify the type of business categories and whether or not they are a minority-owned business.  Note that Hub Zone and Small Disadvantaged Businesses must provide a copy of their certificate to the SI unit.

11. Enter Tax and Withholding Information
· 1099 Recipient  - Circle Y or N  

· 1042 Recipient  - Circle Y or N

· 1099 Code  - (Circle One)

1. Rents

2. Royalties

3. Prizes and Awards

4. Health Care

5. Non-employee Compensation

12. Federal Taxes will be withheld for Vendors without TIN/ITINS doing business in the U.S.  

Please enter the following information:

· Federal Withholding Tax Rate

· Exemption Code

· Country Code

REQUIRED:

13. Enter Vendor Authorized Signer Name and Phone Number.
14. Enter the Vendor Authorized Signer’s Title.
15. The vendor must Sign in the block designated Vendor Signature. 
SMITHSONIAN INSTITUTION USE ONLY:
16. SI Unit will provide the SI Unit Contact Name, DEPT ID and Phone Number.

17. The Vendor Short Name will be completed by OC.
18. The SI Unit may provide any instructions pertinent to this particular vendor. 

