
    

 

 

 

Revision Date:  10/9/2020 

Vendor Set-Up / Change Form 
 
Date:______________________                         (Select one): New vendor:______     Existing Vendor:______      

 
Business information:                                                    

Vendor name:  _______________________________________________________________________________________ 

DBA (if applicable):   ___________________________________________________________________________________ 

Business address (line 1):   ______________________________________________________________________________ 

Business address (line2): ______________________________________________________________________________ 

City: _______________________________  State: ________  Zip: ________ +_______ 

Phone #: __________________________________ 

FEIN: ______  - _________________________  New and existing vendors must attach a current W-9  

 
Remittance address (if different from above) 

Remit name:   ________________________________________________________________________________________ 

Remit address (line 1):  ________________________________________________________________________________ 

Remit address (line 2): _________________________________________________________________________________ 

City: __________________________________  State: __________  Zip: __________ + ________ 

 

Vendor Accounts Receivable contact information: 

Name: _____________________________________________  Title:_________________________________________ 

Phone #: ______________________________  Email: ______________________________________________________ 

Other contact name (if applicable):    ______________________________________________________________________ 

Phone: ____________________________________   Email:  __________________________________________________

 

Accounts Payable information for vendors:  
Submit the completed Vendor Set-Up / Change form AND a W-9 to: AP@wilmette.com 
Submit invoices by email to: AP@wilmette.com 
AP contact: Lucy Pristovnik   Direct AP phone: 847-853-7603   
  

Village of Wilmette 
Attn: Accounts Payable 

1200 Wilmette Ave. 
Wilmette, IL 60091 
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