New Vendor Setup Process
To request a new vendor please follow the steps below: 
· Obtain a completed W9 form from the vendor.
· The tax classification section must be completely filled out before a vendor will be setup
· If physically working on campus must have a Certificate of Liability
· Complete the New Vendor Setup Request Form
· Name and address as it appears on the W9
· Remittance name and address if different than W9 – especially if they have multiple names or a DBA
· What name will be on invoice 
· What Address will checks be mailed to 
· What name do they want on checks
· Contact Name & Phone number
· Email address for billing questions
· Description of service provided or products to be purchased
· Estimated amount to be purchased per year
· Terms – our standard terms are NET 30 please do not commit to due on receipt if at all possible
· Is this a minority owned or small Business
· Attach a copy of quotes, contracts or price sheets if applicable and forward to accountspayable@htu.edu.  Please allow 1-2 days for vendor to be set up.
DO NOT place any orders or allow any work to be performed before a Vendor ID has been assigned, requisition has been approved and a PO has been issued
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