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The purpose of this policy is to establish departmental procedures for adding or changing Vendor information in the Massachusetts Management Accounting and Reporting System (MMARS).

The goal of this policy is the Department’s compliance with state regulations and procedures for updating vendor’s information from the vendor file within MMARS.

Policy

All Department of Youth Services personnel initiating the purchase of goods or services shall ensure that vendors are active on the MMARS vendor file and that the information is correct prior to purchasing goods or services.

All Department of Youth Services personnel initiating the purchase of goods or services shall complete a Vendor Update form (VU) and forward it with the required docu​menta​tion to the Comptroller’s Vendor File Maintenance Unit when vendor information requires updating.

Procedures
A.     New Vendor
1. All new vendors shall complete a W-9 form (foreign Vendors shall complete a W-8 form).


         2.     Fiscal liaisons shall obtain required documents from prospective vendor.

         3.     Fiscal liaisons shall forward documents to the Account Supervisor.  



         4. 
Account Supervisor shall prepare a vendor update form (VU) and enter the information into the MMARS system. 

         5.
The Account Supervisor shall submit original documents (white copy of the VU and W-9 with original signature) to the Office of the State Comptrollers, Vendor File Maintenance Unit.

         6.
The Account Supervisor shall retain the yellow copy of the VU and copies of the W-9 (8) in a pending file. 

         7. 
The Account Supervisor shall monitor MMARS suspense files for “DONE” status of VU.

         8.
The Account Supervisor shall move the Department’s copy of the VU to a permanent file and notify the fiscal liaison that the VU is completed.  

B.     Change in vendor information

         1.
In addition to the W-9 form, the fiscal liaison at the location shall ask for a letter written on the vendor’s letterhead, copies or faxes are unacceptable, from vendors requesting change of address, name, or Tax Identification Number. 

         2.
Steps A-2 through A-8 shall be completed, adding the original letter request in the package to the Comptrollers Office.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Vendor invoices are processed promptly.

· Vendor information is reviewed for accuracy in compliance with tax reporting.

· All Vendor Files are current.

