
NEW VENDOR REQUEST 
Updated November 2009 

 
COMPANY NAME 

 
 

 
CONTACT NAME 

 
 

 
ADDRESS 
(City, State & Zip Code) 

 
 

 
MAILING 
ADDRESS 

 
 

 
PHONE # 

 
 

 
FAX # 

 
 

 
WEB PAGE OR 
EMAIL ADDRESS 

 
 

 
FEDERAL TAX 
 ID # 

 
 

 
 

 
 

 
ADDRESS CODE 
(ELEC, LIBR, PW, etc.) 

 
 

 
FAX # FOR 
ADDRESS CODE 

 
 

 
REQUESTED BY 

 
 

 
PHONE # 

 
 

 
NEEDED BY 

 
 

 
FINANCE DEPARTMENT USE 

 
Vendor # 
 

 
Date 

 
By 

 
Our Account # 
 

 
Other Information: 
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