APPENDIX A
VENDOR REQUEST FORM
Required Data in Blue.			Optional Data in Black.		
	Vendor Name:
(required)		
	

	Contact Name:
	

	Contact Phone:
	

	Discount Code: 
	

	Student ID/Employee ID #
	

	Email Address (if avail)
	

	Business Address:
Street Line 1
	


	Street Line 2
	

	City, State, Zip
	

	Phone
	

	Fax (if no email avail)
	

	Pay To Address: 
(if different)
	

	Street Line 1
	

	Street Line 2
	

	City, Province, Zip
	

	Phone
	

	Vendor Tax ID
	

	SIN Number if applicable
	

	Your Name & Phone
	

	Your E-Mail
	


	Select either Corporation or Person, not both.
	If you know the vendor always offers a discount for any reason (early payment, etc.) indicate it here.
	If your vendor wants to receive cheques at an address which is different from the address where you placed the order, please indicate here.
	Required for you to obtain from vendor prior to set up of vendor.

Note: 
Banner can associate multiple Vendor addresses to one Vendor account.  This will enable tracking of all transactions to the Vendor Master record (“parent”) while specifying a particular Vendor Address (“child”).

For example, you could do business with 1 master City of Toronto account with multiple offices/divisions.  Use the Vendor Name  for City of Toronto and use Business Address Street Line 1 for the office/division/department, Business Address Street Line 2 for the street number/name, P.O. Box number.             
  
Please submit to purchasing@humber.ca
