New Vendor Form

This form must be complete before a new vendor can be added to the AS-400 System.  Please complete all sections of the form before faxing to the Accounting Department (586-797-1221).  All questions pertaining to the New Vendor Form should be directed to the Accounting Department at (586) 797-1220.

	Company Name
	

	Address for Purchase Orders
	

	City, State Zip
	

	Telephone number with area code
	

	Fax number with area code
	

	Second Address
	

	
	

	What is the purpose for using this vendor?
	Needed for the computer science classes through TEALS at the junior high schools

	
	


Are you purchasing a product from this vendor or is the vendor performing a service?

	Product
	

	Service
	

	
	

	Reimbursement / Refund
	


If this vendor is performing a service, a complete W-9 form is needed before a check for payment will be generated.

	
	

	Signature of person completing this form
	Date

	 
	

	
	

	Name of School Building
	

	
	

	
	

	Administrative Approval
	Date


	


Accounting Office Use Only
	____________________________________
	____________________________________

	Date W-9 form was sent to vendor
	Date W-9 form was received

	
	

	____________________________________
	____________________________________

	Signature of Employee who added vendor to AS-400
	Date

	_____________________________________
	___________________________________

	Accounting Department Approval
	Date
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