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Welcome!

Presenter:
Lindsay Raymond, OEC Grants and Contracts
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Our goal today is to help you be ready to contract with OEC.

Whether you are a new or existing Vendor, you will:

• Understand the process and timeline for Vendors to be ready to 

contract with OEC. 

• Learn how to submit required paperwork and where resources are 

available for support.

Congratulations On Your Award! 
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Agenda

Introductions to the Pre-Contracting Phase 

Step 1:    Establishing Vendors
                   Important Information for New & Existing Vendors, Forms

Step 2:    CORE Vendor Set Up

Step 3:    CTsource Registration

Step 4:    Important Contract Documents For Review

Reminders, Key Points & Timelines
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Step 1: 
Establishing Vendors
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Establishing Vendors with OEC 

• Are you a “new” 
vendor/supplier/contractor   
or an “existing” Vendor?

• Are you registered to do 
business in the State?  

    
Check online at business.ct.gov. 

https://service.ct.gov/business/s/onlinebusinesssearch?language=en_US
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Vendor Forms 
• Vendor Forms » Office of the State 

Comptroller » State of Connecticut

• Vendor Form & W-9 
Make sure your legal 
business name is the 
name you use on all sites 
and forms.

• The Contract must be 
signed by the authorized 
official listed on the Vendor 
form.

https://osc.ct.gov/vendors/vendor-forms/
https://osc.ct.gov/vendors/vendor-forms/
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Agency Vendor Form

• All Vendors (even existing Vendors) are required to fill out the 
Vendor Form and include DBAs.

• Be sure the name on the Vendor form and your FEIN/SSN 
matches your legal name from the Business.Ct.gov website. 
Indicate any DBAs.  If your name does not match, you must 
email Erica at OEC. 
• The legal business name must be used for the contract* 

• Send to OEC:  erica.previti@ct.gov
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W-9
• New Vendors:  Send the W-9 to erica.previti@ct.gov at OEC and 

upload the W-9 on CTsource. (Please send in the same email as your 
Vendor Form). 

• Existing Vendors:  Confirm the legal business name is the same on:
• Business.ct.gov
• W-9 
• CORE
• CTsource  
If the business name is different on any of these sites or forms, 
please email erica.previti@ct.gov as soon as possible. 

mailto:erica.previti@ct.gov
mailto:erica.previti@ct.gov
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W-9 cont. 

• All Vendors (new and existing)  must upload their W-9 to 
CTsource annually during the contract. (CTsource will be 
discussed on future slides) 

• W-9s should be reviewed annually and any name changes 
should be updated and sent to OEC before the start of each 
contract year. 

• OEC does not monitor if you update your submission each 
year.  It is the Contractor’s responsibility to keep all forms 
and names current to avoid payment delays.
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Vendor Direct Deposit (ACH) Form

If you are a new or existing Vendor and you would like ACH 
(direct deposit of checks from the State for payment) please 
fill out the following form, follow all directions and submit to 
the email address on the form with an electronic copy of a 
cancelled check.  

https://osc.ct.gov/vendor/directdeposit.html

https://osc.ct.gov/vendor/directdeposit.html
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Summary for Step 1:  Establishing Vendors  

• Check your business.ct.gov profile

• Fill out and return all Vendor forms to OEC    

• Remember business names, #s must match!

• Remember that the Contract must be signed by the 

authorized official listed on the Vendor form. 
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STEP 2: 
CORE 

VENDOR SET UP
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CORE
CORE is the State’s Vendor self-serve fiscal portal. 

CORE allows Vendors to view:
• Contracts 
• Invoices
• Payments

 
Your Vendor name and FEIN must match your submitted 
forms and business.ct.gov name and on CORE!
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VENDOR SET UP

•  If you do not have 
a CORE VSS user id: 
Set up your Vendor 
profile and Request 
a USER ID  (guide) 
by logging into the 
“Set Up” your VSS 
profile button. 

• Website: 
https://osc.ct.gov/vendor/index.html
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Vendor Set Up: 

One Stop 
Vendor Portal 
Information 

• Help Guides
• Log ins
• Support
• Password Reset
• Vendor Resources - OSC 
https://osc.ct.gov/vendor/in
dex.html

• If you are an existing 
Vendor--try to log into the 
CORE VSS site “already a 
member” with your user 
id.

https://osc.ct.gov/vendor/index.html
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Logging Into 
CORE VSS 
For The First 
Time
• https://corevss.ct.gov/psp/FN
VSS/SUPPLIER/ERP/h/?tab=DEFAU
LT
• Job Aid for Clear Cache
• Help Guide Here
• Hours of operation: 7am-8pm                        
     M-F, limited hours on the     
      weekend. 
• Common issues- guides here
• Save often!

https://corevss.ct.gov/psp/FNVSS/SUPPLIER/ERP/h/?tab=DEFAULT
https://corevss.ct.gov/psp/FNVSS/SUPPLIER/ERP/h/?tab=DEFAULT
https://corevss.ct.gov/psp/FNVSS/SUPPLIER/ERP/h/?tab=DEFAULT
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CORE VENDOR SET UP CONT

• For newly registered Vendors, after you receive 
your CORE VSS user id– please send your user id, 
contact email and contact name to 
erica.previti@ct.gov at OEC. 

• OEC will review and establish your permissions to 
view your contracts and payment information.  

mailto:erica.previti@ct.gov
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Summary: Step 2 CORE set-up

• Log into CORE or Request a User ID

• For newly registered Vendors, send your user id, email and 

name to OEC 

• Log in to CORE with your User ID and make sure your Vendor 

name, FEIN/SSN match your Vendor forms and your 

business.ct.gov filing!
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STEP 3: 
CTsource 

VENDOR SET UP
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CTsource
CONTRACT 

BOARD
• All Contracts in the 

State are required to 
be posted publicly. 

• Example of what is 
listed publicly.

• Information on the 
contract symbols are 
available in the 
vendor resource 
guide HERE
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CTsource

CTsource is the State’s contracting portal. The site allows the 
public to view all state contracts.  

The portal allows Vendors to submit all required contracting forms 
and information on their workforce.  

CTsource log in:  
https://portal.ct.gov/das/CTsource/login?language=en_US

https://portal.ct.gov/das/CTsource/login?language=en_US
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If you 
need 
help

CTsource log in:  
https://portal.ct.gov/d
as/CTsource/login?lan
guage=en_US

https://portal.ct.gov/das/CTsource/login?language=en_US
https://portal.ct.gov/das/CTsource/login?language=en_US
https://portal.ct.gov/das/CTsource/login?language=en_US
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Vendor Set Up
• Existing Vendors: Try to login

• Review your business name and information 

• New Vendors: Create a user id and create your Vendor 

profile (guide here)

• ALL Vendors: Upload your required documents and your OPM 

1 Campaign Form to the Portal.  Under “Additional Required 

Attributes,” you will enter information about your workforce. 
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CTsource PORTAL
Highlighted Items on this slide 

will help you to remember 
what to upload on the site. 

*** OPM 1 is an ethics form for the State. It is available here and requires a 
Notary’s certification:  https://portal.ct.gov/opm/fin-psa/forms/ethics-forms

*** Municipalities do not fill out an OPM1 or a W-9. 

Please click here to fill out information 
about your workforce.  This is called the 
workforce analysis in your contract. 

https://portal.ct.gov/opm/fin-psa/forms/ethics-forms
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OPM 1: Campaign Contribution Certification

• Ethics form for transparency in 
contracting
• It is to be filled out for all 
officers/principals in the company 
or business. 
• It states that you have not 
provided a campaign contribution 
to an elected official to obtain this 
contract
• Please check initial certification 
for each annual submission.  
• Please read the directions 
carefully and if your status changes 
during a contract year, please 
resubmit following the instructions 
for an updated change. 
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Summary: Step 3 Ctsource Set-up

• Login to CTsource

• Make sure your Vendor name, FEIN/SSN match the 

information from your Vendor forms and business.ct.gov 

filing. 

• Upload all required documents to contract– W-9, OPM1, 

insurance documents and complete the workforce analysis 

section under  “Additional Required Attributes.”
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STEP 4: 
Review Part II

Standard Terms and Conditions 
of State Contracts 
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PART II

• The Standard Terms and Conditions of ALL contracts for the State 
of CT.  

• Nonnegotiable– statutorily required and prevail if another term 
contradicts.

• Provide protections for Contractor and the State and ensure the 
State’s– “the people of the State’s”- interests are met. 

• Its important to understand the terms so that you know what the 
expectations are for you as a contractor. 
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Components of The PART II Terms & Conditions 

• Section A are the definitions for the Terms and Conditions

• Section B are client (the people a contractor works with) related 
safeguards for information, for reporting of neglect and of required 
background checks.

• Section C are your obligations as a Contractor- this is a very 
important section. It describes your rights; your relationship to the 
State and who is responsible in situations; how you must maintain 
business records; establishing insurance riders; subcontracting, 
reporting; filing the workforce analysis (as mentioned earlier); 
protecting confidential information; filing with the IRS and other 
important duties. 
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Terms and Conditions Continued 

• Section D are the terms for amendment (which means updating the 
contract during the term of the contract); termination of the contract for 
various circumstances and the process/expectations if the State or a 
Contractor needs to terminate the contract. 

• Section E is for Statutory and Regulatory Compliance with State and 
Federal policies: including HIPAA, the ADA, priority hiring designations, 
nondiscrimination policies, Freedom of Information, Campaign 
contributions (as mentioned earlier) and state ethics policies among 
other policies listed. There is a consultant section that refers to doing 
business with former state employees and the requirement to disclose 
that information. 



Office of Early Childhood

SUMMARY STEP 4: Purchase of 
Service(POS) Contract - PART II 

Review the Part II standard terms and conditions with a legal 
advisor prior to receiving the contract from OEC to help 
ensure the contract signature and review moves swiftly!
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Timeline & 
Key Reminders
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Timeline Overview

Complete the 
precontract 
process as 

described in this 
training starting 

today

Go to the Early 
Start Website  

and familiarize 
yourself with 

Part II. 

Contracts will be 
sent out starting 

in late May for 
Review and 

Signature upon 
OEC receipt & 
review of All 

Required Forms

Return 
Contracts for 

Execution by the 
deadline given

Begin preparation today for 
your contract work to start 

on July 1st! 
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Topic Did You?

Step 1:  Are you registered as a Vendor?
Be sure to send in W9 & Vendor Paperwork if needed

Step 2:  Are you registered for CORE access?
Did you share your log in and request permissions from OEC?

Step 3:  Are you registered for CTsource Access?
Did you post your completed OPM1, all forms and workforce analysis?

Reminder:  Do your legal business name and FEIN/SSN match on 
all sites and all forms for the Contract?

Quick Registration Checklist:  
Are You Ready To Contract?

* Full Checklist is online
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OEC Website

Early Start CT Resources -
Connecticut Office of Early 
Childhood

https://www.ctoec.org/early-start-ct-resources/
https://www.ctoec.org/early-start-ct-resources/
https://www.ctoec.org/early-start-ct-resources/
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QUESTIONS?
Please submit any questions you have from todays 
webinar to both oec.statefunded@ct.gov and 
erica.previti@ct.gov

A frequently asked question doc will be posted within a 
week as well as the recording from this presentation and 
the slide deck on https://www.ctoec.org/early-start-ct/
 FAQS will be provided weekly as questions come in.  
  Check the website often for updates. 

mailto:oec.statefunded@ct.gov
mailto:erica.previti@ct.gov
https://www.ctoec.org/early-start-ct/
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If you are a new vendor and need individual 
assistance, please contact – erica.previti@ct.gov.  

Please list in the subject “New Vendor Support 
Needed”and your preferred language - English or 
Spanish

ADDITIONAL RESOURCES FOR SUPPORT 

mailto:erica.previti@ct.gov
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Additional Resources for Support Cont. 

To Learn More about the Women’s Business Development 
Support Program: 
https://ctwbdc.org/what-we-do/child-care-business-support-program/

To Request Support From The Women’s Business 
Development Support Program, Visit: 
https://ctwbdc.wufoo.com/forms/wbdc-support-request-for-oec-early-
start-awardees/

https://ctwbdc.org/what-we-do/child-care-business-support-program/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__https%3A%2Fctwbdc.wufoo.com%2Fforms%2Fwbdc-support-request-for-oec-early-start-awardees%2F__%3B!!EAPaXxOOW7smCwU!g7KbqpAgZiSHA4DdQ0GSyavpbz01PYRkv1i9mm79jcbO6G_BWoNmfQeZ2HUalnh-LmLW5oZY2Nuvz3_XZr_TC0k%24&data=05%7C02%7CLindsay.Raymond%40ct.gov%7Cf61e2f4d6a334ab5252508dd933bece4%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638828607776180256%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=J1T0q9I4UdlfoSsfFahvJnsypP%2FzwvwDptv72%2BG%2F%2Bj4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__https%3A%2Fctwbdc.wufoo.com%2Fforms%2Fwbdc-support-request-for-oec-early-start-awardees%2F__%3B!!EAPaXxOOW7smCwU!g7KbqpAgZiSHA4DdQ0GSyavpbz01PYRkv1i9mm79jcbO6G_BWoNmfQeZ2HUalnh-LmLW5oZY2Nuvz3_XZr_TC0k%24&data=05%7C02%7CLindsay.Raymond%40ct.gov%7Cf61e2f4d6a334ab5252508dd933bece4%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638828607776180256%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=J1T0q9I4UdlfoSsfFahvJnsypP%2FzwvwDptv72%2BG%2F%2Bj4%3D&reserved=0
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THANK 
YOU!


	EARLY START CT �Pre-Contract Process Training
	Welcome!
	Slide Number 3
	Agenda
	Step 1: �Establishing Vendors
	Establishing Vendors with OEC 
	Slide Number 7
	Slide Number 8
	Slide Number 9
	�Agency Vendor Form
	Slide Number 11
	W-9
	W-9 cont. 
	Vendor Direct Deposit (ACH) Form
	Slide Number 15
	Summary for Step 1:  Establishing Vendors  
	STEP 2: �CORE �VENDOR SET UP
	CORE
	VENDOR SET UP
	Vendor Set Up: ��One Stop Vendor Portal Information 
	Logging Into CORE VSS For The First Time
	CORE VENDOR SET UP CONT
	Summary: Step 2 CORE set-up
	STEP 3: �CTsource �VENDOR SET UP
	CTsource�CONTRACT BOARD
	CTsource
	Slide Number 27
	Vendor Set Up
	CTsource PORTAL
	OPM 1: Campaign Contribution Certification
	Summary: Step 3 Ctsource Set-up
	STEP 4: �Review Part II
	Slide Number 33
	PART II
	Components of The PART II Terms & Conditions 
	Terms and Conditions Continued 
	SUMMARY STEP 4: Purchase of Service(POS) Contract - PART II 
	Timeline & �Key Reminders
	Timeline Overview
	Quick Registration Checklist:  �Are You Ready To Contract?
	OEC Website
	QUESTIONS?
	ADDITIONAL RESOURCES FOR SUPPORT 
	Additional Resources for Support Cont. 
	THANK �YOU!

