
 
   

 

 
      

   

         

  
  

    

  
  
  
  
  
  
  
  

 
  
  
  
  

 
  
  
  
  
  
   

 
     

  

    

 
   

 

    

 
     
  
      

 

 
  

Vendor Setup Request 
Please type or print information clearly 

1. Form Request Type           Initial Setup      Change Vendor Number Assigned 

Vendor Information 
2. Vendor Name 

3. DUNS Number (9 digits) 4. NAICS CODES 

5. Vendor Classifications (if applicable) 
Woman-Owned 
 Veteran-Owned 
 Hub Zone 
 Alaskan Native Corp (ANC) and Indian Tribes 
 Disadvantaged 
 Service-Disabled Veteran-Owned 
 Historical Black Colleges and Universities/Minority Institutions 

6. Business Size 
 Large 
 Small 
 Non-Profit 
 Other 

7. Business Type (W9 required for US vendors) 
 Individual 
 Partnership 
 Corporation 
 LLC 
 Foreign 
 Other (specify) 

Remittance Information 
8. Remit To 9. Customer Account Number 10. Telephone 11. Fax 

12. Remit To Address 

13. City 14. State 15. Country 16. Zip Code 

Order Information 
17. Order From 18. Telephone 19. Fax 

20. Order From Address 

21. City 22. State 23. Country 24. Zip Code 

25. Payment Method 
 ACH (Complete F.11.029, Automated Clearing House Transfer Authorization form.) 
 Check 
 Foreign Wire Transfer (Complete F.11.006, Request For Foreign Wire Transfer form.) 

26. Payment Terms 
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Vendor Setup Request 
Please type or print information clearly 

Vendor Contact Information 
27. Contact Request Type 
 Add 
 Replace 
 Update 

28. Primary Contact First Name 29. Primary Contact Last Name 30. Telephone 31. Fax 

32. Primary Contact Title 33. E-mail Address 

34. Primary Contact Address 

35. City 36. State 37. Country 38. Zip Code 

39. Secondary Contact First Name 40. Secondary Contact Last Name 41. Telephone 42. Fax 

43. Secondary Contact Title 44. E-mail Address 

45. Secondary Contact Address 

46. City 47. State 48. Country 49. Zip Code 

Leidos Biomedical Use Only 
50. Vendor Type 
 Consultant 
 US Vendor 
 Foreign Vendor 
 Candidate 
 Contract 

51. Vendor Number Assigned 

W9 / W-8BEN Provided 
 Bank Information Provided 

52. Buyer/Admin 53. Buyer/Admin Telephone 54. Contract Number (if applicable) 

55. Manager Approval 56. Date 57. Print Name 
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Vendor Setup Request – Instructions
 

1.	 Select form request type – initial setup or change. If change is selected, include assigned vendor number. 

2.	 Vendor name. 

3.	 DUNS number (9 digits). 

4.	 NAICS codes. 

5.	 Select vendor classifications (if applicable) – woman-owned, veteran-owned, hub zone, Alaskan Native Corp 
(ANC) and Indian tribes, disadvantaged, service-disabled veteran-owned, or historical black colleges and 
universities/minority institutions. 

6.	 Select business size – large, small, non-profit, or other. 

7.	 Select business type (W9 required for US vendors) – individual, partnership, corporation, LLC, foreign, or other. If 
other is selected, please specify. 

8.	 Remit to name. 

9.	 Customer account number. 

10. Telephone number for remittance. 

11. Fax number for remittance. 

12. Address for remittance. 

13. City for remittance. 

14. State for remittance. 

15. Country for remittance 

16. Zip code for remittance. Use the zip code + 4 format. 

17. Order from name. 

18. Telephone number for ordering. 

19. Fax number for ordering. 

20. Address for ordering. 

21. City for ordering. 

22. State for ordering. 

23. Country for ordering. 

24. Zip code for ordering. Use the zip code + 4 format. 

25. Select preferred payment method – ACH, check, or foreign wire transfer. If ACH is selected, complete and 
submit form F.11.029, Automated Clearing House Transfer Authorization. If Foreign Wire Transfer is selected, 
complete and submit form F.11.006, Request For Foreign Wire Transfer. 

26. Enter payment terms. 

27. Select type of contact request – add, replace, or update. 

28. Primary contact first name. 

29. Primary contact last name. 

30. Telephone number for primary contact. 
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Vendor Setup Request – Instructions 

31. Fax number for primary contact. 

32. Title for primary contact. 

33. Email address for primary contact. 

34. Address for primary contact. 

35. City for primary contact. 

36. State for primary contact. 

37. Country for primary contact. 

38. Zip code for primary contact. Use the zip code + 4 format. 

39. Secondary contact first name. 

40. Secondary contact last name. 

41. Telephone number for secondary contact. 

42. Fax number for secondary contact. 

43. Title for secondary contact. 

44. Email address for secondary contact. 

45. Address for secondary contact. 

46. City for secondary contact. 

47. State for secondary contact. 

48. Country for secondary contact. 

49. Zip code for secondary contact. Use the zip code + 4 format. 

50. Select vendor type – consultant, US vendor, foreign vendor, candidate, or contract. 

51. Provide the vendor number assigned by the system. Check W9/W-8BEN or Bank information provided. 

52. Buyer/Admin name. 

53. Buyer/Admin telephone number. 

54. Contract number associated with vendor (if applicable). 

55. Approving manager signature. 

56. Date signed by approving manager. 

57. Approving manager name printed. 
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