
State of Rhode Island 
Department of Administration 

 

INTER-OFFICE   MEMORANDUM  
 Office of Accounts and Control 
 
TO:  Chief Financial Officers    DATE: December 18, 2017 
  All Agencies                  
        
FROM: Louise M. Sawtelle   
  Associate Controller - Operations 
 
SUBJECT: Revised W-9 Authorization Form Required 
  CFO 18-04   
 
The Office of Accounts & Control in conjunction with the Division of Purchases has 
revised the State W-9 Authorization Form used by agencies when submitting W-9 Forms 
to the supplier coordinator for processing. 
 
The revised W-9 Authorization Form must include the following information: 

 Point of contact person and email address for the vendor 
 Confirmation that the signature is not a digital signature 
 Confirmation that the date signed is within the last year 

 
In addition, each W-9 Form submitted to the supplier coordinator must be accompanied 
by a separate and complete W-9 Authorization Form.  
 
The Authorization Form and W-9 Forms may be submitted to the supplier coordinator via 
email doa.pursuppliercoordinator@purchasing.ri.gov or fax 401-574-8387. 
 
This new form is attached for your convenience but can also be found on the Controller’s 
website at http://controller.admin.ri.gov/Forms/index.php  


