SITE Program
Verification Code Request Form

About the Verification Code:

· Verification Code required -- Every Request for work under the SITE program must contain your organization’s Verification Code.

· Contact Person – Your organization will designate a Contact Person to receive information about the SITE program itself and about all Requests made for your organization.  This person’s name and contact information will appear on the SITE website.

· To see if your organization has a verification code already, check here.
· If you organization does not already have a code, request one using this form
· Who may use the Verification Code – The Contact Person is in charge of how the Verification Code is used within your organization.

To begin work:

· Type of Request – Choose the form that matches the type of engagement you are doing, based on the total dollar amount of the contract plus any possible amendments:

· Direct Select (DS) – For engagements from $0 to $25,000 (including amendments), choose any single vendor qualified in the appropriate category.

· Select 5 (S5) – For engagements up to $100,000 (including amendments), select 5 vendors in the appropriate category to receive the solicitation.

· Request for Offer (RFO) – For engagements over $100,000, but allowed at lower amounts, for posting and notification to all vendors eligible for the appropriate category(ies).

· Tracking Number required -- No work may begin until a Tracking Number has been issued by MN.IT for your DS, S5, or RFO.

· Documentation for MN.IT -- Once a work order contract has been executed, the contract (and a certification form for state agencies) must be sent to MNIT.SITE@state.mn.us.

Amendments:

· If a work order contract must be amended, the amendment request must be sent for MN.IT/Admin. approval PRIOR to execution – this includes an amendment that merely extends the date.  Amendments are tracked just like contracts.

Verification Code Contact Information: (*=required field)
*Organization Name:      
*Contact Name:      
*Title:      
*E-mail address:      
*Phone Number:      
*I have read and understand the information above regarding the verification code.

To request a code, complete the form, save, and send as an e-mail attachment to MNIT.SITE@state.mn.us.  
