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VENDOR AGREEMENT FORM WV-48 INSTRUCTIONS 
General Information about the WV-48 Vendor Agreement Form 

 
The WV-48 Vendor Agreement form is designed to be used as a multi-purpose agreement form for services of a 
simple nature as well as for vendors who will be set-up in WVOasis as individuals. The WV-48 file is available at 
the following location: N:Drive>Forms>Procurement>WV-48 Blank- Updated 
 
To ensure timely payment to the Vendor, the process should begin at least three (3) weeks prior to the first date of 
service.  
 
THE AGREEMENT SHOULD BE SIGNED BY ALL PARTIES BEFORE THE FIRST DATE OF SERVICE.  
 
Before you can create a WV-48 form, you must verify that the Vendor is on file with the state of West Virginia. If 
you are unsure, you can put in a request to BRCTC’s Purchasing Agent to complete an inquiry for you. Payment 
cannot be made to the Vendor if they are not on file or on file with incorrect information. The Vendor must submit 
an original W9 form to the Blue Ridge CTC Purchasing Agent under any of the following circumstances:  
-The Vendor’s information is not on file in WVOasis.  

-The Vendor’s Name, Address, Business Designation and/or Tax Identification # (FEIN/SSN) is on file, but any of 
the above is not correct. 

-The Vendor Status is other than a “Y”.  
 
The W9 form is available from the IRS at the following link: https://www.irs.gov/pub/irs-pdf/fw9.pdf 
 
If the Vendor is performing a Service on any of the BRCTC campuses, you will also need to ensure that the 

Vendor has a current Certificate of Liability (COL) on file with the Purchasing Department. If you are unsure if a 

COL exists or if you need to obtain a COL, you can put in a request to BRCTC’s Purchasing Agent. In addition, a 
Requisition is required for all services. Payment cannot be made to the Vendor if they do not have a current 

Requisition and COL on file and are performing a service.  

The WV-48 file also contains BRCTC’s Standard Terms and Conditions and an Invoice Template. It is the Vendor’s 
responsibility to submit an invoice for payment, however it is necessary at times for BRCTC to create an invoice for 
the Vendor. Please use the Invoice Template within the WV-48 file to create an invoice for those Vendor’s who are 
unable to provide an Invoice. 
 
PLEASE NOTE: Any anticipated travel must be incorporated into the vendor's fee. No travel will be reimbursed by 
the State and is the sole responsibility of the vendor. 

For approval, print the completed WV-48 with BRCTC’s General Terms and Conditions. Please ensure that all 
fields have been filled-in. Obtain the Vendor’s Signature and the date of signature. Obtain the Chief Financial 
Officer’s (CFO’s) signature and the date of signature. Forward the signed agreement to the BRCTC Purchasing 
Agent.  
 

Note: Do not submit a WV-96 form in addition to a WV-48. The WV-96 form is used for complex services and in 
addition to a Vendor’s agreement/contract or Memorandum of Understanding (MOU) instead of using a WV-48. 

 

 

 

 



Blue Ridge Community & Technical College 
 

(Agency) 

(Description of Services) 

(Location) 

(Position) 

(Supervisor’s Signature) 

(Authorized Signature of Agency-CFO) (Signature of Vendor) 

(Title) (Title) 

(Date) (Date) 

(Vendor Mailing Address) 

WV-48      State of West Virginia 

Approved / Revised 12/13/17       Purchasing Division 

AGENCY DELEGATED AGREEMENT 
 

Requistion #__________________        wvOASIS Vendor/ Customer # _____________________ 

I, _____________________________________________________________________________,  

at ____________________________________________________________________________ 

agree to perform the following services for Blue Ridge Community & Technical College at  

13650 Apple Harvest Drive, Martinsburg, WV 25403.      
 
_______________________________________________________________________________ 

 
Date(s) of Service: from ________________________to __________________________________. 

The rate of pay shall be ________________________ per __________________not to exceed 
$ ___________________________ for the entire term of the contract. 
 
NOTE: Any anticipated travel must be incorporated into the vendor's fee. No travel will be reimbursed by the State and is the 

sole responsibility of the vendor. The following certification must be completed and signed if the vendor is a full-time 
employee of the State of West Virginia. 

 
Please check the appropriate box below: 
� I am not currently a full-time employee of the State of West Virginia; 
� I am currently a full-time employee of the State of West Virginia (complete certification below). 

It is hereby certified that the services to be performed under this agreement will not interfere with or 
detract from the full-time duties of the employee and the amount of annual compensation received 
by___________________________(above named vendor) from the State of West Virginia for full-time 
employment during the current fiscal year will be $ __________. The vendor serves as 
_____________________with the title of __________________________, certified by  
 
__________________________________. 
 
Do you have any relatives currently employed with Blue Ridge CTC? � Yes �No  
If yes, please provide employee’s name and relationship: ____________________________________ 
 
GENERAL TERMS AND CONDITIONS: See next page for Blue Ridge CTC’s General Terms and Conditions for Blue Ridge CTC. ("Terms and 
Conditions") are hereby made a part of this agreement and are specifically incorporated herein by reference. By signing this agreement, Vendor 
certifies that it has reviewed the Terms and Conditions, fully understands them, and agrees to be bound by their provisions. 

APPROVED BY: 

Agency                     Vendor 
____________________________________    _____________________________________ 
 
____________________________________    _____________________________________ 
 
____________________________________    _____________________________________ 
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INVOICE FOR SERVICES 

BILLED TO: Blue Ridge Community & Technical College 

Choose an item. 

Choose an item. 

REMIT PAYMENT TO 

VENDOR’S NAME:  

VENDOR’S ADDRESS:  

VENDOR’S PHONE #  

VENDOR’S FAX/EMAIL (OPTIONAL)  

DESCRIPTION OF SERVICES 
PERIOD OF SERVICE BILLED: FROM:  TO:  
Description on Service 

INVOICE TOTAL:  

DEPARTMENTAL CODING 

FUND  ORG  ACCT  

 

I CERTIFY THAT THE SERVICES DESCRIBED HEREIN HAVE BEEN COMPLETED AND THAT THE ABOVE IS JUST, 
DUE, AND OWING. 

DATE:  VENDOR’S 
SIGNATURE 
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