Revised 1/22/2013
INFORMATION NEEDED FOR A REQUEST TO CREATE AN ADDRESS BOOK NUMBER

In the Nebraska Information System (NIS)

Nebraska Department of Education

Central Accounting

Person Making Request -      
Vendor Name -      
Mailing Address (up to 4 lines) -       

City/State -      
Zip Code + Four -      
Entity Type (check one) - 
 FORMCHECKBOX 

Person




 FORMCHECKBOX 

Corporate – Need W-9
 FORMCHECKBOX 

Non-Corporate – Need W-9
Tax ID or SSN -      
Phone Number -      
Fax Number -      
Vendor Contact Email -      
Purpose for setting up an Address Book number (check all that apply) – 

 FORMCHECKBOX 

Board or Committee Member – N - setup by State Statute, Federal Statute or the 

Governor – Non-Employee – Used for Expense Reimbursements

 FORMCHECKBOX 

Vendor – V (Procurement) – Used for Procurement Purposes (sending POs, creating 
contracts, paying Vendors)

 FORMCHECKBOX 

Political-Subdivision-VP – Used for a Political Subdivision (such as cities, counties, etc.) 
that will receive payments from the State

 FORMCHECKBOX 

Payment Record – PP – Used for Payments made to committee members, letter contract, 
etc.
	RETURN THIS VIA EMAIL to NDE Central Accounting with W-9 attached, if needed OR HARD COPY TO Central Accounting with W-9 attached, if needed.  Accounting will notify you when the new vendor is set up in the NIS Address Book.


