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Vendor Code Request Form

	 FORMCHECKBOX 
  NEW    or    FORMCHECKBOX 
  CHANGE 



	NEW VENDOR CODE

	Company Name:
	     
	DBA:
	     

	Mailing Address:
	     

	Location Address:
	     

	Contact Name:
	     
	Phone
	     

	Fed Tax ID No.
	     
	State Purpose for NEW Vendor Code: (required) 

     

	Addl Info:
	     

	CHANGE in VENDOR CODE

	Vendor Code:
	     
	Reason for Change:    FORMCHECKBOX 
 Name    FORMCHECKBOX 
 Address    FORMCHECKBOX 
 Other:  (pls specify here)

	Original Info: 
	     

	New (Change) Info:
	     

	Approved by: (print name)

     
	Signature:
	Requestor:      

	
	
	Date:      


Important Procedural Instructions (please read): 

· Request for actual company VENDOR code only!  For payee, insurer & staff/producer, please use appropriate forms available on Pueo.

· All requests required a department manager’s signature & submit form to Accounting department for review.  

· Accounting will forward the request to MIS dept for data entry. 

· Requestor and Approver must be two different personnel.

	For Accounting Dept Use Only:
	Reviewed & Approved by:      

	Vendor Code:
	     
	Require 1099? 
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Print Stubs? 
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Bank Code:
	1010 CPB Operating
	
	Credit Term:
	0
	Include GL# on check?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Account Payable GL Account # 
	     
	
	Expense GL Account 
	     

	Required supporting docs attached?  FORMCHECKBOX 
 Form W-9  FORMCHECKBOX 
 Invoice/PO   FORMCHECKBOX 
 Other :      
	

	Departmentalize?     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	
	
	

	For MIS Dept Use Only:  

	Received Request Date:
	     
	Request by:
	     

	Entered Date:
	     
	Entered by: 
	     

	Vendor Code:
	     
	Payee Code:
	     

	Informed Supervisors?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
Not Needed
	Audit date completed: 
	     
	Audited by: 
	     
	

	Comments:      
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