
Dollars & Sense • Fall 2010

IN THIS ISSUE:

PROCESS & PROCEDURES:
Credit Application, W-9, Tax-Exempt 

http://www.northwestern.edu/uservices/purchasing/vendors/secure/peapod.html
http://www.surveymonkey.com/s/universitypurchasing
http://www.surveymonkey.com/s/universitypurchasing


Dollars & Sense • Fall 20102

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:

Å Attach the application as a Word 
document or PDF þle
Å òCompany informationó section with 
your department name, address, 
phone number and contact person
Å Vendor Name, e-mail address or fax 

number
Å Name of person who made the 
request
Å 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 conþrmation.

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:

Å Vendor Name, e-mail address or  
fax number
Å Name of Person who made the 
request
Å Your name and contact information
Accounting Services will send the W-9 
form directly to the vendor and you will 
receive an e-mail conþrmation once it 
has been sent.

mailto:purchasing@northwestern.edu
mailto:purchasing@northwestern.edu
http://www.northwestern.edu/uservices/purchasing/news.html
http://www.northwestern.edu/uservices/purchasing/news.html
http://www.northwestern.edu/uservices/purchasing/news.html
http://www.univsvcs.northwestern.edu/Purchasing/taxletter.html
http://www.univsvcs.northwestern.edu/Purchasing/taxletter.html
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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 òInstitutionó licenses 
(for department use), or to college 
departments purchasing a minimum of 
500 òstudentó licenses (for student 
use). 

mailto:tbeckmann@apple.com
mailto:kevin_farrell@shi.com
mailto:dominic_certo@shi.com
mailto:dominic_certo@shi.com
mailto:debra_stoiber@bio-rad.com
mailto:c.cole@henricksen.com
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Preferred Printing Vendors

http://www.northwestern.edu/uservices/purchasing/vendors/secure/printers-selection.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/printers-selection.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/printers-selection.html
http://www.northwestern.edu/uservices/purchasing/news.html
http://www.northwestern.edu/uservices/purchasing/news.html
http://www.northwestern.edu/uservices/purchasing/news.html
mailto:d-patel3@northwestern.edu
mailto:d-patel3@northwestern.edu
mailto:s-watkins@northwestern.edu
mailto:s-watkins@northwestern.edu
mailto:t-luczkowiak@northwestern.edu
http://www.northwestern.edu/uservices/purchasing/vendors/secure/cellphones.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/cellphones.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/cellphones.html
mailto:Robert.cummings@t-mobile.com
mailto:Robert.cummings@t-mobile.com
mailto:amy.omalley@t-mobile.com
http://www.tmobile.com/Business/Information.aspx?tp=Bus_Tab_AccountManagement&tsp=Bus_Sub_IBilling
mailto:m-costello@northwestern.edu


http://www.northwestern.edu/uservices/purchasing/vendors/secure/pgi-form/index.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/pgi-form/index.html
https://conduits.it.northwestern.edu/conduits/app/web/dept/NU_wocontactlist.pshtml
https://conduits.it.northwestern.edu/conduits/app/web/dept/NU_wocontactlist.pshtml
https://conduits.it.northwestern.edu/conduits/app/web/dept/NU_wocontactlist.pshtml
http://www.northwestern.edu/uservices/purchasing/vendors/secure/pgi.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/pgi.html
mailto:Ginger.Courtney@pgi.com
mailto:Mark.Sason@pgi.com
http://www.univsvcs.northwestern.edu/Purchasing/secure/buying.html
http://www.univsvcs.northwestern.edu/Purchasing/secure/buying.html
http://www.northwestern.edu/uservices/passports_vending/vending_services/index.html
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http://www.cityofevanston.org/government/city-code/recently-passed-most-requested-ordinances/
http://www.cityofevanston.org/government/city-code/recently-passed-most-requested-ordinances/
mailto:purchasing@northwestern.edu
mailto:j-konrad@northwestern.edu
mailto:c-wagenblast@northwestern.edu
mailto:s-watkins@northwestern.edu
mailto:d-patel3@northwestern.edu
mailto:s-janoff@northwestern.edu
mailto:m-costello@northwestern.edu
mailto:m-marzillo@northwestern.edu
mailto:k-paddy@northwestern.edu
mailto:d-zohfeld@northestern.edu
mailto:l-lehnhardt@northwestern.edu
mailto:a-schemel@northwestern.edu
mailto:uservices@northwestern.edu
www.northwestern.edu/uservices

