[SAMPLE LETTER TO VENDORS]
RE: State of Florida –New Requirements for Registering Taxpayer Identification Number 

The Department of Financial Services (DFS) is implementing new requirements for businesses and individuals receiving payments from the State Treasury.  Beginning immediately, businesses and persons receiving payments from the State of Florida must register their Taxpayer Identification Number (TIN) with the Department of Financial Services via the DFS Vendor Portal.  The TIN number is either the Social Security Number (SSN) for individuals or the Federal Employer Identification Number (FEIN) for businesses.  The Vendor Portal is a secure website established for vendors and persons doing business with the state.  Registering via the Vendor Portal will provide the state with an electronic Florida Substitute W-9 form (request for Taxpayer Identification Number).
Please go to the Vendor Portal, https://flvendor.myfloridacfo.com/ to register.  DFS will send email communications to the registering individual regarding the status of the registration and SubstituteW-9. Once the registration is complete and the TIN has been verified, the company or individual will be able to print the Substitute the W-9 form.  Please print the Substitute W-9 and submit a copy to [NAME OF OFFICE].
Completing this TIN registration process and providing the Substitute W-9 to [NAME OF OFFICE] will ensure that future payments will not be interrupted.  Thank you for your cooperation.
