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NEW VENDOR FORM

Instructions to Requesters: This form is used to add new vendors to the file. Before completing, please check the file in Jenzabar to see if the vendor is already in place. If the vendor is not in the file, please fill out this form and forward it to Accounts Payable (Fax 370-5299). 
REQUESTER MUST FILL IN BELOW (*Required entry): 

REQUESTER NAME*________________________EXTENSION*_______ 

DATE*__________ 

VENDOR NAME* _____________________________________________________ 

TYPE OF COMPANY (i.e. Printing, supplies)_________________________________

TYPE OF BUSINESS (Corporation, sole proprietor, partnership)_________________

ADDRESS* __________________________________________________________ 

CITY/TOWN*___________________________STATE*____ZIP CODE*___________ 

VENDOR CONTACT/NAME*_____________________________________________

VENDOR PHONE NO.*____________________FAX NO._______________________ 

FILL IN BELOW IF KNOWN: 

REMIT ADDRESS (If different)___________________________________________ 

___________________________________________________________________ 

VENDOR’S EMPLOYER IDENTIFICATION NUMBER*:  _  _ - _  _  _  _  _  _  _    OR 

VENDOR’S SOCIAL SECURITY NUMBER*: _  _  _ - _  _ - _  _  _  _ 

PAYMENT TERMS____________________ 
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