
 
 

 

 

Dear Vendor: 

The Internal Revenue Service regualtions require that we issue 1099 forms to certain companies 

and individuals that provide services to MRCI or MRCI program participants. In order to 

accurately prepare these annual forms, the IRS requires we obtain and maintain IRS form W-9 

for all of our vendors and independent contractors.  

Please complete the enclosed W-9 Form and Vendor Agreement Form. 

Return all documents to MRCI by email (preffered), fax or mail within 30 days from the date of 

this letter. Below is the return information: 

Email: claims@mymrci.org 

Fax: 888-800-7336 

U.S. Postal Address: 

MRCI - CDS 

P.O. Box 328 

Mankato, MN 56002 

 

Your prompt response is appreciated and will prevent unnessecary delays in processing our 

payments to you. We also offer dierct deposit for our payments to you and prefer you sign up to 

eliminate the wait time of payments arriving by mail.  

 

Periodically we may ask for new W-9 forms to ensure we are maintaining accurate records. If 

you have any changes in the information on your W-9, please send us an updated W-9 to ensure 

our records are accurate.   

 

Should you have any questions please contact MRCI. 

 

Sincerely,  

 

MRCI Accounts Payable 

 

 

This information is available in other forms to individuals with disabilities or other languages by calling 

MRCI at 800-829-7110, TTY users please call us though Minnesota Relay at 711 or 800-637-3529.  

 

 

 

Office Hours:                                                                                                             1750 Energy Drive  
Monday - Friday 8a-4:30p                                                                                 Mankato, MN 56001  

www.MRCICDS.org 
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http://www.mrcicds.org/


 
 

 

Vendor Agreement 
 

What is MRCI’s role? 
MRCI is a third-party payer who pays invoices for the individual who hired you. Payment for 
services provided for the client must be approved in the client’s plan and funds must be 
available. 

Who do I invoice? 
You will be entering into an agreement directly with the client, but MRCI will be paying your 
invoices. Email invoices to Claims@MyMRCI.org (preferred) or fax to 1-888-800-7336. 

What do I need to include on my invoice? 
One invoice per client will need to be submitted to MRCI.  The invoice must include the client’s 
name. It should also include a brief description of service provided, dates of service, units, and 
rate per unit if applicable. All invoices for Support Planner services should include their name. 

When do I submit an invoice? 
Invoices should be submitted at the time the services are delivered or at a minimum on a 
monthly basis.  All invoices must be submitted within 60 days of service to ensure payment. 

When will I be paid? 
Vendor and Independent Contractor invoices received by 12 pm, noon on Wednesday will be 
paid out by the following Friday provided the invoices are approved in the plan, all vendor 
paperwork has been received and all required information is included on the invoice. 
 

Can I require a pre-payment for services? 
No, unfortunately Minnesota DHS program rules do not allow for services to be prepaid. 
Individual services dates need to be billed for after each service is provided.  
 

Can I offer a package of services at a discount? 
No, unfortunately Minnesota DHS program rules do not allow for services to paid for 
and billed prior to the date you provide the service. This means that vendors will need to 
invoice for services after the service is provided.  
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Can I invoice for a service that was a client no show? 
Vendors and Independent Contractors cannot bill for missed appointments. MRCI must comply 

with the State of Minnesota, Department of Human Services and can only bill for services 

rendered.  Billing for services that were not rendered would be considered Medicaid fraud. 

 

How will I be paid? 
You will be paid by electronic ACH (Direct Deposit).  

 

Why is MRCI requesting me to complete a W-9? 

The IRS requires MRCI to have all vendors providing “services” complete the W-9 form. 

The information provided will determine if MRCI is required to issue you a Form 1099 annually. 

If you are incorporated or a non-profit agency, MRCI is not required to issue you a Form 1099; 

all other vendors are required to be issued Form 1099. For additional information go to 

www.irs.gov. 

Who is ultimately responsible for payment of services? 

MRCI will make payments for invoices that are approved and included in the client plan. 

The individual who has hired you is taking responsibility for payment of services that they have 

entered into an agreement and purchased from you that go above and beyond the approved 

plan. 

Please contact MRCI’s Accounts Payable team at Claims@MyMRCI.org or call 800-829-7110 if you 

have further questions. 

 

I have read and understood the terms and conditions as provided in the Vendor 

Agreement and agree to these terms. 

 

Vendor Name: _________________________________________  

 
 

Signature: _________________________________________  

 
 
Date: ___________________ 
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