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Credit Application

When a department or school is making
a purchase from a vendor or supplier,
the vendor may ask NU to complete

a Credit or Direct Billing application.
Such requests should be e-mailed to
Purchasing Resource Services at pur-
chasing@northwestern.edu. Include the
following information:

A Attach the application as a Word
document or PDF ple

A 6Company informationd section with
your department name, address,
phone number and contact person

A Vendor Name, e-mail address or fax
number

A Name of person who made the
request

A Your name and contact information

IMPORTANT: Do NOT sign the vendor
applications as you may not have

signature authority and there may be
terms the University does not accept.

PRS will send the Credit Application
directly to the vendor at your request.
Once the Credit Application has been
sent to the vendor, you will receive an
e-mail conprmation.

W-9

When a department or school is selling
a good or service to another company,
the company may ask for a Northwest-
ern W-9 form and direct billing informa-
tion. This form is usually required to
establish payment procedures. Please
forward such requests to Veronica
Hudgins at v-hudgins@northwestern.
edu or contact Accounting Services at
1-5337. Your request should include:

A Vendor Name, e-mail address or
fax number

A Name of Person who made the
request
A Your name and contact information
Accounting Services will send the W-9
form directly to the vendor and you will

receive an e-mail conprmation once it
has been sent.
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Apple

Apple Education Licensing Program
(AELP) for the Mac Software Collection
is now available for Higher Education
departmental purchases. Effective
immediately, this new purchase option
applies to the Mac Software Collection
for college departments purchasing a
minimum of 500 oInstitutiond licenses
(for department use), or to college
departments purchasing a minimum of
500 ostudento licenses (for student
use).
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Preferred Printing Vendors
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