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Office of Larry E. Reider 
Kern County Superintendent of Schools 

 
FLOWCHART 

NEW VENDOR NUMBER REQUEST 
 
 

 

BUDGET/PURCHASING SERVICES 
• Review the Request 
• Input Information in the System 
• Assign new Vendor Number 
• Notify Program of the New Assigned 

Number by Email. 
 

VENDOR / CONTRACTOR 
• Completes W-9 Form 
• Mail original form to:  Accounts 

Payable – 1300 17TH Street CITY 
CENTRE - Bakersfield, CA 93301 

 

PROGRAM 
• Email Tenny Morgan at 

Budget/Purchasing Services with 
the following vendor information: 

o Vendor Name 
o Address 
o Tel Number 
o Fax Number 
o Tax ID Number or  
        Social Security Number 

• Request W-9 Form from the 
Vendor 

 

ACCOUNTS PAYABLE 
• Input W-9 Information in the 

System 
 


