Vendor “Non-Person” Change Request 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 

 PRINT legibly and Attach to W-9 form for processing

Request Date: 
[image: image1.wmf]

 
Entry Date: [image: image2.wmf]


Request made by:
[image: image3.wmf]




Action Requested:
[image: image4.wmf] Change “Non-Person” Vendor 
 [image: image5.wmf] Terminate “Non-Person” Vendor Services

Assigned Bear Number: 
[image: image6.wmf]


“Non-Person” Vendor Name:

Previous Legal Name:
[image: image7.wmf]





Correct Legal Name:
[image: image8.wmf]

   



Other Name Types:

Correct “Alias” Name: 
[image: image9.wmf]


Correct “Doing Business As” (DBA) Name:
[image: image10.wmf]


Correct “Doing Business As” (DBA) Bear ID #: 
[image: image11.wmf]




Address/Phone Number Change:

Correct Address Type
 [image: image12.wmf]



Correct Street Line 1:
 [image: image13.wmf]



Correct Street Line 2:
 [image: image14.wmf]



Correct Street Line 3: 
 [image: image15.wmf]



Correct City:

 [image: image16.wmf]



Correct State: 
 [image: image17.wmf]

  Correct Zip Code:[image: image18.wmf]


Correct Phone #: 
 [image: image19.wmf]

  Correct Fax #:      [image: image20.wmf]


Taxpayer Identification Change/Correction:

Do Not make changes to “Person” Social Security Numbers with this form. Use the “Social Security Number Change Request Form”
Correct TIN:  [image: image21.wmf]

-[image: image22.wmf]

-[image: image23.wmf]


Incorrect TIN: [image: image24.wmf]

-[image: image25.wmf]

-[image: image26.wmf]

 

I assume responsibility for all consequences that may occur as a result of these changes. There is no intent on my part to defraud the University of Northern Colorado.

Signature: [image: image27.wmf]

   
Date: [image: image28.wmf]




Return this form, with proper W-9 Form documentation to the Accounts Payable/Purchasing office.

FOR OFFICE USE ONLY

	Entered into Banner form:  
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	Change Made by:
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	Data Steward Dept:
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	Date of Change:
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Approved by Project Mgmt Team 3-24-2006; Revised 8-28-2006
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