
“Person” and “Non-Person” Vendor Create Form

Personal information provided on this form is confidential.

 Completed forms should not be reproduced or electronically transmitted without encryption

All hard copies of completed forms should be securely stored

Check GUASYST & Common Matching to ensure that this “Vendor” is not already a Student, Employee and/or Vendor in Banner 

PRINT legibly and Attach to W-9 form for processing
Action Requested:
[image: image1.wmf] Setup New “Person” Vendor**
[image: image2.wmf] Setup New “Non-Person” Vendor***
Request made by
[image: image3.wmf]


Request Date: 
[image: image4.wmf]


Submission Date:
[image: image5.wmf]


Banner Entry Date:
[image: image6.wmf]


Vendor Start Date (only if needed prior to entry date)


[image: image7.wmf]


A Bear Number has previously been assigned to this Vendor: 
[image: image8.wmf] Yes  [image: image9.wmf] No



If Yes - Existing Bear Number
[image: image10.wmf]


If No – Banner Generated Bear Number after creation of Vendor 
[image: image11.wmf]


Legal Name*
[image: image12.wmf]


Vendor uses a DBA (Doing Business As) or an Alias Name 
[image: image13.wmf] Yes [image: image14.wmf]No [image: image15.wmf]Both
DBA Name 
[image: image16.wmf]


DBA Bear ID#
[image: image17.wmf]


Alias Name
[image: image18.wmf]

 (Bear Numbers not assigned to Alias Names)

“Person” Vendors: Social Security Number (SSN)* 
[image: image19.wmf]


“Non-Person” Vendors: Taxpayer Identification Number (TIN)*
[image: image20.wmf]


1099 Reportable 
[image: image21.wmf]Yes     [image: image22.wmf]No

Type of Income
[image: image23.wmf]


Vendor Type
[image: image24.wmf]


Discount Code
[image: image25.wmf]


Address Type 
[image: image26.wmf]


Default Addr Type
[image: image27.wmf]


Check Name
[image: image28.wmf]


Check Name
[image: image29.wmf]


Address Line 1:
[image: image30.wmf]


Address Line 1
[image: image31.wmf]



Line 2:
[image: image32.wmf]

 
Line 2:
[image: image33.wmf]


Line 3:
[image: image34.wmf]


Line 3:
[image: image35.wmf]



City:
[image: image36.wmf]

 
City:     
[image: image37.wmf]



State:
[image: image38.wmf]


State:
[image: image39.wmf]



Zip:
[image: image40.wmf]


Zip:
[image: image41.wmf]



Phone:
[image: image42.wmf]


Phone:
[image: image43.wmf]





FAX:
[image: image44.wmf]


FAX:
[image: image45.wmf]


Contact Person:   [image: image46.wmf]


Other:
[image: image47.wmf]

                    

· “Person” Vendors are individuals, who use a Social Security Number for Tax purposes.
· “Non-Person” Vendors are Corporations, Partnerships and LLC’s that use a Taxpayer Identification number for Tax purposes.

Approved by Project Mgmt Team 3-24-2006; Revised 8-28-2006
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