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Session 2

Vendor Registration 
and Eligibility 



What does 
the Vendor 

Services 
team do?
Vendor Services is 

responsible for managing 
data to ensure it is up-to-

date and accurate so 
that purchase orders and 

payments are issued 
properly. All of which are 

essential for LAUSD to 
acquire goods and 

services from suppliers 
effectively.



What does the Vendor Services team do?
Vendor Registration & Data Management
• Helps businesses register with LAUSD and obtain a vendor/supplier number, which is 

required before the District can issue contracts, purchase orders, or payments.
• Manages and updates vendor data in LAUSD’s systems so orders and payments are 

processed correctly.

Support for Bids & Contracts
• Guides new vendors through the process of doing business with LAUSD, including how to 

submit bids and proposals.
• Provides information and assistance about the district’s procurement processes and 

requirements.

Supports Compliance & Outreach
• Answers questions about documentation, requirements, and how to remain compliant. 
• Sends mass communications and notices to registered vendors regarding upcoming 

opportunities. 



How to self-register as a vendor
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Check email for an Invitation from “Ariba 
Administrator<noreply@amsmtp.ariba.com>”

Complete New Supplier Registration Form 
at https://lausd.sourcing3.ariba.com/ad/

Link your existing Ariba Network account to 
your existing LAUSD vendor number or create 
a new Ariba Account and link to LAUSD

Look for an email from the Ariba Administrator, 
contact LAUSD Vendor Services at PSG-
VSU@lausd.net or (562) 654-9404

DO NOT use the new vendor registration link, it will 
create a duplicate vendor number and cause 
delays with issuing POs payments.

Act on Ariba’s email to complete 
the required questionnaire, upload 
W-9 and submit responses

Receive email confirmation with 
Ariba Network ID (ANID)

Contact LAUSD Vendor Services at 
PSG-VSU@lausd.net or (562) 654-9404 
for your new LAUSD vendor number

Existing Vendors New Vendors
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Vendor Registration Requirements
✓ Firm name, address, and contact information 

✓ Firm’s Taxpayer Identification Number (TIN), commonly known as 
Employer Identification Number (EIN) / Federal Tax ID

✓Social Security Number (SSN) for those vendors who are conducting 
business as individuals

✓A copy of the firm’s recent W9

✓Number of employees and average annual sales data

✓North American Industry Classification System (NAICS) Code(s) 

Visit procurement.lausd.org and click on the “Vendor Services” icon 
to get more information and to self-register!



Small Business Enterprise Certification
In February 2003, the Board of Education established a 25% Small Business 
Enterprise (SBE) participation goal on all District contracts. In October 2013, the 
Board reaffirmed its commitment to the District’s 25% participation goal, increased 
the Disabled Veteran Business Enterprise (DVBE) participation goal to five percent 
(5%), and established a (10%) bid preference on contracts pursuant to Public 
Contract Code section 20111. These far-reaching SBE/VBE participation goals are the 
guiding principles for the Small Business Program.

What is considered a Small Business?
A small business meets the U.S. Small Business Administration guidelines for gross 
sales receipts (averaged over the past three years) or for the number of employees, 
based on industry. Visit sba.gov to find your small-business size standard or the 
applicable NAICS code.



Small Business Enterprise Certification
What are the benefits?
✓ Bidding preference on 

contracts
✓ Increased visibility
✓ Competitive edge in bidding
✓ Access to training and 

business development 
resources:

✓ Prompt Payment: get paid 
faster!



Small Business Enterprise Certification
Does LAUSD accept certifications from other agencies?

LAUSD recognizes and accepts SBE and (D)VBE certifications from other major 
public agencies:

• State of California, Department of General Services (DGS)
• City of Los Angeles
• Metropolitan Transportation Authority
• County of Los Angeles Department of Business and Consumer Affairs

Do other agencies recognize LAUSD's SBE certification?

The LAUSD SBE Certification is recognized and accepted by the Metropolitan Water 
District of Southern California.



Insurance Requirements

Proof of insurance is required before a contract or purchase 
order for goods or services may be issued to a 
vendor/supplier. Depending on the event, location, or scope of 
work, the insurance requirements may be subject to change.

A compliant Certificate of Insurance must be received and 
include an additional insured endorsement for the 
Commercial General Liability Policy, Abuse coverage, and the 
Commercial Automobile Policy.





Resources

LAUSD Vendor Services
https://procurement.lausd.org/apps/pages/Vendor-Services
Telephone: (562) 654-9404
Email: psg-vsu@lausd.net

LAUSD Small Business Enterprise Program
https://facilities.lausd.org/apps/pages/small-business
Email: sbe@lausd.net

U.S. Census Bureau (for NAICS code(s))
https://www.census.gov/naics/
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Thank you!
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