
DECISION TREE:  Using the New Vendor Form

Do you have a new
vendor you would like
added to our vendor

database for future use?

Go to Business &
Financial Affairs
Forms page and

access the Vendor
Registration form

Are you a vendor that
would like to be added to
our database in order to

do business with the
University?

Complete the Vendor
Registration form

Attach a W-9 to the
Completed Vendor

Registration Form***

Submit the form to
the Office of

Procurement via
fax, mail, or email

Procurement will
process the form

accordingly

Do you need to update
an address or contact

information for a
University Vendor?

Yes

Yes
YesNo

No

No

END PROCESS

***Get the W-9 form from the Vendor


