
Legal Name Change/TIN Correction Process 
The following information is intended for Departmental and Program use only: 

A W-9, IRS 147C or Form 5372 is required when requesting a change a vendor’s legal name or TIN. 

1) Please review the W-9 for completeness. (IRS 147C and Form 5372 do not require completeness 
review) 

a) The Legal name, address, and TIN must be completed and the W-9 should be dated 
within the past year. 

 

2) In CORE access the VCUST table and pull up the vendor account as it was originally created. 
3) Write the VC# on the W-9 or IRS Form provided.  
4) For legal name changes skip to step 6). 
5) For TIN corrections make sure that the TIN type entered in CORE matches that on the W-9. 

a) The CMU can change TIN numbers but cannot change TIN types.  
b) If the TIN type was entered incorrectly you will need to create a new vendor record. 
c) Notify the CMU when you create a new vendor record so we can link both VC records. 

6) Please send your legal name change or TIN correction request to the CMU at 
state_centralapproval@state.co.us with your W-9 or IRS form attached in pdf format. 

https://www.colorado.gov/pacific/sites/default/files/State%20Substitute%20W-9%204_15.pdf
mailto:state_centralapproval@state.co.us

