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Purchasing Department, Rochester, New York
VENDOR APPLICATION

IMPORTANT:  This application must be completed in its entirety.  
Any data left blank or not provided may result in a delay processing your application.  
Please email completed application and W-9 to PURCHASINGDEPT@RCSDK12.ORG or fax to 585/262-8411.  If you have any questions, please call 585/262-8765.
	 SECTION 1 – LEGAL NAME OF BUSINESS 
(Please Type or Print legibly)  

	Business/Individual Name 1
	

	Business Name  2
(Subsidiary, DBA/Assumed Name)
*Attach copy of legal filing
	

	SECTION  2 – ADDRESSES    

	2A – PURCHASE ORDER (PO) ADDRESS
If Address 1 is a PO Box, Address 2 must be a physical address 
	2B – REMIT/PAYMENT ADDRESS
Same address that will show up on your invoices

	Address 1
	
	Address 1
	

	Address 2
*physical
	
	Address 2
	

	City & State
	
	City & State
	

	Zip Code +4
	
	Zip Code +4
	

	Telephone
+ Extension
	
	Telephone
+ Extension
	

	Toll Free
	
	Toll Free
	

	Fax
	
	Fax
	

	Email
	
	Email
	

	Contact
	
	Contact
	

	Title
	
	Title
	

	Website
	WWW.

	The District prefers to email PO’s to a GENERAL EMAIL address.
Please choose one box below indicating your preference for receiving Purchase Orders.

	[bookmark: _GoBack]  ☐ Email ________________________________________________
	☐ Fax _________________________

	SECTION 3 – COMPANY/BUSINESS INFORMATION

	3D – 
Tax Identification Number
Social Security #
_____-____ -_________
Federal ID #
____- ___________________
	3E – 
MWBE Certification 
(*Attach Certificate)

Certification No. ________________

State:  _______________________

Expiration Date:  _______________

	3F – 
Duns & Bradstreet Number: 

_______________

	3G – 
National Institute of Governmental Purchasing (NIGP) Code:  ___________________

Second NIGP Code: ___________________

	
	
	3H – SBA Certified
(*Attach Certificate)
☐ Large 
☐ Small 
☐ Veteran-Owned
	

	SECTION 4  - APPLICATION COMPLETED BY

	Name
	
	Date
	

	Telephone
	
	Email
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