VENDOR CHANGES

· Vendor Change
· Add Vendor Location
Vendor Number: ______________________    FEI/SSN:  _________________________

************************************************************************
Vendor Name:  ___________________________________________________________

Address:  _______________________________________________________________

_______________________________________________________________________

City:  ______________________________  State:  __________  Zip: ______________

Phone Number:  _______________________________  Extension:  ________________

Fax Number:  _________________________________

_____ Ordering Address     _____Remitting Address     _____  Invoicing Address

Location Description:  ____________________________________________________

User Classification:  ______________________________________________________

***********************************************************************

Comments:  _____________________________________________________________

________________________________________________________________________

************************************************************************

INSTRUCTIONS FOR COMPLETION
1. Check the appropriate box for either change or adding a new location.
2. Include the vendor number and FEI/SSN on all requests.  This is for identification purposes.

3. If this is a change, complete only the sections of the form that have changed.

4. If adding a new location, complete this form in its entirety.

5. Location Description is a brief description of the location you are adding.

6. User Classification give the vendor type (i.e., minority, small, women-owned, etc.)

7. Use comments to change other fields not identified on this form or for additional information.
