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DISREGARDED ENTITY REGISTRATION REQUEST
MUST BE ACCOMPANIED BY IRS FORM W-9
INSTRUCTIONS FOUND ON PAGE 2


	Part I: General Information                   



	A disregarded entity is a business entity that has a single owner and is disregarded as an entity separate from its owner for Federal Income Tax purposes.  
Is the organization a disregarded entity? 
      Yes - Proceed with form.         No – Contact the New York State agency that provided this form. 



	Disregarded Entity’s Name:
 Owner’s Name:

	 Owner’s Name:

	Enter the nine-digit Taxpayer Identification Numbers (TIN) here. Do not use dashes:
                                       Disregarded Entity










                                              Owner










PAYMENTS ARE REPORTED TO THE INTERNAL REVENUE SERVICE USING THE OWNER’S TIN.

	Part II: Purchase Orders 

	Mailing Address: 
Number, Street or Rural Route:

Apartment or Suite Number:

	 City or Town: 

State/Province: 

Zip/Postal Code

	 Email Address:

	Part III: Payment Address - Want to receive payments faster?  Sign up for electronic payments in the Vendor Portal.

	Number, Street or Rural Route:

Apartment or Suite Number:
	City or Town: 

State/Province: 

Zip/Postal Code: 



	Part IV: Primary Contact Information - This individual should be the person who makes legal and financial decisions for your organization. 

	Contact Name:
	Title:

	Email Address:
	Phone Number:
	Extension:

	PLEASE RETURN THIS FORM TO A NEW YORK STATE AGENCY 
THIS FORM MUST BE ACCOMPANIED BY THE DISREGARDED ENTITY’S IRS FORM W-9





AC XXXX  (X/19)




NYS Office of the State Comptroller
Instructions for Disregarded Entity Registration Request Form



The Vendor File is a central registry for individuals and entities that receive payments from New York State. The registration process must be initiated by a NYS Agency. Once the registration is processed and approved, your organization will be assigned a unique 10-digit Vendor Identification Number for use on all future transactions with New York State agencies. The primary contact will receive an enrollment email containing login credentials and instructions to complete the registration process in the Vendor Portal. The primary contact must also log into Online Services, accept the user agreement, click continue on the welcome screen and complete the Basic Vendor Data Wizard within five business days of receipt of the enrollment email.    
Part I: General Information
Is the organization a disregarded entity? A disregarded entity is a business entity that has a single owner and is disregarded as an entity separate from its owner for Federal Income Tax purposes.  The most common disregarded entity is a single-member limited liability company that reports its income on its owner’s tax return.  New York State may contract with the disregarded entity but will report income to the Internal Revenue Service using the owner’s Taxpayer Identification Number.  If you answered yes to this question, proceed with filling out the form.  If you answered no, contact the New York State agency that provided you with the Disregarded Entity Registration form AC XXXX.

Disregarded Entity’s Name: Enter the disregarded entity’s name as it appears on the IRS Form W-9.  

Owner’s Name: The name of the individual, estate, trust, partnership, limited liability company, S corporation or C corporation that is the owner of the disregarded entity.

Taxpayer Identification Numbers:  Do not include spaces in the boxes. 
Enter the disregarded entity’s Employer Identification Number (EIN). The EIN is not listed on the disregarded entity’s IRS Form W-9. The disregarded entity must disclose this information to the NYS agency, if available. If the disregarded entity did not obtain an EIN separate from the owner, leave this box blank and proceed to enter the owner’s social security number or EIN only. 
Enter the owner’s Social Security Number or EIN as it appears on the IRS Form W-9. 

Part II: Purchase Orders
Enter the mailing address and email address where purchase orders may be sent. Additional email addresses can be added through the Vendor Portal. 

Part III: Payment Address
Enter the address where a check payment may be delivered. To enroll in direct deposit, the primary contact can go to the Vendor Portal and submit a change to update the payment profile. 

Part IV: Vendor Primary Contact Information
Provide the primary contact information for yourself or an executive within the entity. This individual should be the person who makes legal and financial decisions for the entity. 
In the Vendor Portal, the Primary Contact can:
· [bookmark: _Hlk143588214]designate administrator and guest roles to view financial information and add/update addresses and contacts.
· add and update addresses and contacts, including the primary contact.
· add and update banking information for electronic payments.

You must submit a completed Disregarded Entity Request form and the disregarded entity’s IRS Form W-9 to a New York State agency. 
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