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Vendor Request
Form Instructions
Only one action can be done per form (i.e. adding versus reactivating a vendor). Ensure that all fields are completed. If the vendor accepts electronic funds transfer (EFT) as a payment method, include a void cheque with this form.
 
Please note that if the form is filled out online, the content may change depending on the selected options. The form may also print differently than it is seen on-screen.
Form instructions would be read here.
Vendor Action
Company Information
Permanent Address
(Number, Street, Apartment)
Remittance Address
(Number, Street, Apartment)
Returns Address
(Number, Street, Apartment)
Company Contact Information
Payment Information
Accepted Order Methods
(check all that apply)
Payment Method
c001c a03762d003a 0086d4105569c
Sample Cheque Number
Trainsit
Bank
Account
Cheque
Requestor Information
Strategic Procurement Services Approval
Approved by
please print
YYYY/MM/DD
Submission Methods
Method 1:  Electronic Submission
Submit the form by e-mail by clicking "Submit by E-mail."
 
Method 2:  Fax
Print the form by clicking "Print Form". Fax the form to the following number: +1 613 533 0000
                      
Method 3: Campus Mail
Print the form by clicking "Print Form" and deliver by campus mail to the following address:
         Strategic Procurement Services
         Rideau Building, 3rd Floor
 
Method 4: Print and Mail Form
Print the form by clicking "Print Form" and send by mail to the following address:
         dilly
         dilly
         dilly
         dilly
         dilly
 
Method 5: Print and Hand-deliver
Print the form by clicking "Print Form" and hand-deliver to the address above.
There are 4 methods of submitting this form. By e-mail, fax, campus mail or manual submission. There are e-mail and print buttons included on the form. If delivering the form by campus mail, deliver to Department Name at Building Name. If hand-delivering, mail the form to address.

                     Method 1: Electronic Submission
Submit the form by e-mail by clicking "Submit by E-mail."
 
Method 2:  Fax
Print the form by clicking "Print Form." Fax the form to the following number: +1 613 533 6433
                      
Method 3: Campus Mail
Print the form by clicking "Print Form" and deliver by campus mail to the following address:
         Financial Services
         Rideau Building, 3rd Floor
 
Method 4: Print and Mail Form
Print the form by clicking "Print Form" and send by mail to the following address:
         Rideau Building, 3rd Floor
         207 Stuart Street
         Kingston, ON  Canada
         K7K 3N6
 
Method 5: Print and Hand-deliver
Print the form by clicking "Print Form" and hand-deliver to the address above.
There are 4 methods of submitting this form. By e-mail, fax, campus mail or manual submission. There are e-mail and print buttons included on the form. If delivering the form by campus mail, deliver to Department Name at Building Name. If hand-delivering, mail the form to address.
Notice of Collection
When complete, this form will contain Personal & Confidential information. This information is being collected under the authority of the Queen's Royal Charter of 1841, as amended. This information will be used to [to be determined on a form-by-form basis].
	CurrentPageNumber: 
	NumberofPages: 
	AddNewVendor: 
	ModifyVendor: 
	ReactivateVendor: 
	InactivateVendor: 
	Reason: 
	CompanyName: 
	Phone: 
	Email: 
	Fax: 
	Website: 
	DifferentAddress: 
	City: 
	Address: 
	Country: 
	Prov: 
	PostalCode: 
	Remit: 
	DiffPOEmail: 
	Name: 
	POEmail: 
	RemitName: 
	RemitEmail: 
	PaymentAvailable: 
	EDI: 
	Automated: 
	PmtTerms: 
	EFT: 
	Cheque: 
	Transit: 
	Bank: 
	Account: 
	VoidCheque: 
	ApproverName: 
	ApprovePos: 
	ApproveDate: 
	ApproverSignature: 
	PrintButton: 
	EmailSubmitButton: 



