VENDOR SET-UP SHEET
For all Branches
New Vendor: Click or tap here to enter text.              Change/Update Vendor: Click or tap here to enter text.
Date Requested: Click or tap here to enter text.
Vendor Name: Click or tap here to enter text.
Physical Address: Click or tap here to enter text.
City / State / Zip: Click or tap here to enter text.
Remit to Address: Click or tap here to enter text.
City / State / Zip: Click or tap here to enter text.
Telephone: Click or tap here to enter text.
Fax: Click or tap here to enter text.
W9 Attached:        _ Yes   ☐               No__☐                          1099 Required:      Yes      ☐                 No__☐  
Is Vendor Factored:      Yes____☐             No___☐
A/R Email Address: Click or tap here to enter text.
---------------------------------------------------------------      Internal Use Only    ----------------------------------------------------------------------------
Vendor Type:          CHOOSE ONE     Click or tap here to enter text.

DS   Distributor                                 LG   Legal                                              M1   Mills                                     PS Professional Services
EM   Employee                                 M2   Manufacturer                              O1   Other Services                    RO   Related Party
IT   IT & Communication                MR   Maintenance & Repair               PR   Processor                            TN   Transportation Services
                                                                                                                                                                                UT   Utilities
Reason For New Vendor:    Click or tap here to enter text.
Special Instructions:    Click or tap here to enter text.
Submitted by:    Click or tap here to enter text.                                                Date:     Click or tap here to enter text.
Manager Approval:     Click or tap here to enter text.                                      Date:     Click or tap here to enter text.
Set Up by:     Click or tap here to enter text.                                                      Date:     Click or tap here to enter text.
Vendor Number:     Click or tap here to enter text.


*** Remit To Address - Where Checks Are to Be Mailed - Must Be Verified with Vendor***
*** This Address Is Not Always the Same as The Physical Address on The Mailing Address ***
