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One of your vendors asked your company for an exemption certificate, excise license, or federal withholding form. You
received an email request for your compliance document and would like to respond by submitting the requested
document. Here's how:

A. If there was a link to CertExpress in your email, start here

1. Follow the link.

To submit a new exemplion cerlificate please follow the information below by entering the following Request Code into
CerExpress

Link to CertE PreFLBG KT _

{section below optional f you onfy wish 10 receive digitally and/or no prefillied certficates sent with cover letier)

O you may date and sgn the enclosed resaleiexemphon ceribcate(s) Snd relum the Cerificale(s) in the envelope provided
fax them to the aftention of Beta Test 1 Certficates at Fax or send a POF to

M your purchases are taxable, please indicate below and return this lefter in the envelope provided

e busaness is N langer Buying gocds please remave me Fom fubwre requests.
e business has ceased operation, piease remove me from future requests

2. What you see next depends on how your vendor set up their request. The link could take you to the generic
CertExpress landing page, or it might take you a personalized version of the landing page.

1. Here's the generic landing page.  If you land here, copy the eight-digit request code from your email and
paste itinto the Enter Request Code  box, and read and accept the terms and conditions. Then click
REPLY

Have a Request Code? Don’t have a Request Code?

2. Here's an example of a customized landing page. If you land here, either log in to an existing CertExpress
account, follow the Sign up here link to create a new account, or complete the request as a CertExpress
guest. If completing as a guest, review the terms and conditions, and then place a check in the box to accept.
Then click START .

Avalara X

My Request Code: FI-BG-14-KT

Sign In To CertExpress: Proceed As Guest:

s va




B. If there wasn't a link to CertExpress in your email, start here

1. Navigateto CertExpress .

2. Copy the eight-digit request code from your email and paste itinto the  Enter Request Code  box, and read and
accept the terms and conditions. Then click ~ REPLY .

Whether you started with A or B above, do this next

1. Find the form you'd like to complete in the Action Required section. All of the compliance documents your vendor
asked for are listed in that section. Place a check in the box next to the form you want to complete.

2. Next, use your name and contact information to complete the purchaser information form. When finished, click
SAVE AND CONTINUE

Then, choose the reason your business is exempt from paying tax to this vendor.

4. On the next screen, provide details about your business and what you purchase from this vendor. When finished,
click SAVE AND CONTINUE

5. Then, enter your name and title, and digitally sign the document. When finished, click SAVE AND CONTINUE

You've completed your vendor request. CertExpress processes your document by sending it to the vendor who
requested it. You should see a success message like this one:

X

Congratulations!


https://certexpress.avalara.com/
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