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Instructions for Vendor Applications

Procurement Services has created an email account for vendor applications and updated vendor
information. The Procurement Service email address is procurement@richlandone.org.

Completed vendor applications or updated information must be sent according to the following steps:

Submitting Vendor Applications

1. Type in procurement@richlandone.org in the ‘To’ field.

2. Attach completed vendor application(s), to include the W9, to the email.

3. Type ‘Vendor Application in the ‘Subject Line’

» If updated information such as an address, phone number, email address, or an updated
vendor application is being submitted, type ‘Updated Vendor Information’ in the ‘Subject
Line’.

4. Key in any necessary information into the ‘Body’ of the email that should be relayed to Procurement
Services.

*kkk Example *kkk

‘To’ field: Type in procurement@richlandone.org

‘Subject Line’: ‘Vendor Application’, ‘Vendor Applications’, or ‘Updated Vendor Information/ Vendor
Application’

‘Body of Email’: Type in any necessary information.

= Vendor Application - Message (HTML)

Insert  Options  Forma Review  Acrobat ell me what you want

-n-D ¥, cut i | EE ‘:}‘.@ mJ b Q = 1P Follow Up - a @ D

R Copy ! High Impartance

Paste 9 Bru|¥-A-E &= 5= Address Check Attach Attach Signature ~ AttachFile  Assign Office | Insights View,
\ - Format Painter T 7 Book Names Filev Item~  ~ vialink=  Policy~ ‘¥ Lowlmportance  agq ing Templates
Clipboard i} Basic Text . Acrobat Tags & Add-ins Wy Templates ~
2. ‘To’ |
| * Progurement; :
e . == e rocurement@richlandone.or:
3. ‘Subject = p © g

|
Vendor 2|
Application(s) Wendm Application

Wake Up Fitness Vendor App: pdi . ‘Attachment’ Vendor
.pdf File application & W9 Send as Adobe Document Cloud link Yes Mo @)

Good morming,

Please process the attached vendor application.

Thank youl 4. Type in any necessary
information to Procurement in

the ‘body’ of the email.
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Instructions for Ratifications

Procurement Services has created an email account for ratifications. The Procurement Service
email address is procurement@richlandone.org.

Completed ratifications must be sent according to the following steps:

Submitting Ratifications:

1. Type in procurement@richlandone.org in the ‘To’ field.

2. Attach completed ratification(s) to the email. (Refer to ‘PG, Ratification Guidelines’ for
questions regarding how to complete a ratification).

3. Type ‘Ratification’ in the ‘Subject Line’

4. Inthe ‘Body’ of the email, type in name of the vendor, your school/ department name, and
any additional information that should be relayed to Procurement Services.

kkkk Example hkkk

‘To’ field: Type in procurement@richlandone.org

‘Subject Line’: ‘Ratification’

‘Body of Email’: vendor name, school/department name, and any additional information/instructions
to Procurement Staff.
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Good morning,

Please process the attached ratification for Frontiine, LLC (Office of Instructional Services).

Thankyoul 4. Type in the ‘vendor
name’, ‘school/department
name’, and any additional

information that needs to
be relayed to Procurement

Services.

< If the subject line or body of the email does not indicate the appropriate verbiage as indicated in the
instructions, the email will not be routed correctly.

+ Do not send multiple attachments within a file or email. *** Send separately. ***
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