
WHAT…WHY…WHEN… 





Why do we use a 
Vendor 

Authorization/Change 
Form? 

 Will be using the business for 

the first time. 

 When obtaining quotes. 

 Best Value for the district 

 

 

 Address change 

 Change owner 

 Vendor name changes 

 Any updates or modifications 

to vendor 



When do we use a Vendor 
Authorization/Change Form? 

Example:                           

  Officer Herrera will be attending a new 

training to build her Supervisory skills being 

offered by FBI-LEEDA, a non-vendor with RISD. 

 A completed Vendor Authorization/ 

Change form will be submitted to the 

appropriate personal at RISD Business Office. 

W-9 is not required. 



Submitting a Vendor 
Authorization/Change Form 

• First part of the form indicates the campus and 
date of request. 

• NEW – new vendor; never been used, no bid 

• CHANGE – any modification to existing vendor 

• STUDENT ACTIVITY ACCT – campus use 

• EMPLOYEE – make sure has correct spelling of 
name and address, no W-9 or SSN required. 



Submitting a Vendor 
Authorization/Change Form 

• Fill in the information as the business inputted on their 
W-9. 

• SECTION A: Make sure to check off appropriate business 
type. 

• SECTION B: No W-9 required field. 

• Remember to emphasize the reason and have the person 
authorized sign off before submitting form. 



Submitting a Vendor 
Authorization/Change Form 

 Fill in the correct contact name and address, and fill in all 

boxes. 

 If the shipping address is the same as billing check off 

same as. 



 Thank You! 


