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Department of Administrative Services
State Services Division - State Procurement Office
1225 Ferry Street  U140
Salem, Oregon 97301-4285

PHONE: (503) 378-4642
FAX: (503) 373-1626

January 4, 2011
To:  All State Agencies Subject to DAS Procurement Authority
Re: Instructions for Collection of Contractors’ Tax Identification Information

Back Ground: Senate Bill 583 requires Agencies that collect personal information, such as a Social Security numbers, to have safeguards to protect the security and confidentiality of this information. This Bill expressly prohibits the public display or disclosure of this information, and if public display or disclosure occurs, the Agency must provide notification of the breach in the most expedient manner. These Instructions only summarize the Agency’s requirements and responsibilities under the Bill. Agencies should refer to the Senate Bill 583 to become familiar with all of its requirements.

Instructions: 

1. Agency shall collect the applicable tax identification information prior to signing a Contract/Price Agreement or issuing a Purchase Order. The State Procurement Office provides a sample letter for collection of Contractor’s tax identification information for Agency's use.  The Agency may insert the Contractor's Federal Tax Identification Number on the Contract/Price Agreement or Purchase Order, however, if a Contractor provides a Social Security number instead of a Federal Tax Identification Number, the Contractor's Social Security Number should not be included in the Contract/Price Agreement or Purchase Order. 
 

2. Upon collection of this information and after the Agency has entered this information into its encrypted system for use, the Agency shall destroy the letter submitted by the Contractor that supplied this information. Agency may document in the file only that they requested, collected and subsequently destroyed the letter with this information.
3. Agency shall review its Solicitation and Contract/Price Agreement documents to ensure that these documents do not collect or contain this personal information.   

Contractors’ Tax Identification Information

[Insert Date]

[Insert Name of Contractor]

Attn: [Insert Contact Name]
[Insert Address]

[Insert City/State/Zip Code]

Re: [Insert Contract Number & Project Title]
The State of Oregon requires Contractors to provide their Federal Employer Identification Number (FEIN) or Social Security Number (SSN) as applicable.  The State of Oregon may report this information to the Internal Revenue Service (IRS). Contractors must keep this information current at all times. Contractor is required to notify the State of Oregon contract administrator within 10 business days if this information changes. 

Contractor Tax Identification Information.  Contractor shall provide Contractor’s Social Security number or Contractor’s federal tax ID number. 

Name (tax filing): ___________________________________________________

Address: __________________________________________________________

Federal Tax ID#: ________________________________________________ or

SSN#: ________________-_____________-_______________

The State of Oregon reserves the right to ask your firm to provide this information again at any time through the term of the [Contract/Price Agreement].  

Please return this completed form with your signed [Contract/Price Agreement] to:

[Insert Name]

[Insert Agency/Division/Section]

[Insert Address]

[Insert City/State/Zip Code]
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John A. Kitzhaber, M.D., Governor



