VENDOR GUIDELINES
Acquiring Information for New Vendors

Definition of a New Vendor

Any company or individual that Hartnell intends to do business with for the first time is a new vendor.
Hartnell needs to obtain required information about new vendors prior to doing business with them 2
this includes Check Request vendors as well as Purchase Order vendors. If you are not sure whether a
vendor is new or not, please contact the Purchasing Department.

Note regarding Mercury Commerce
If you do not find a vendor you are looking for, the vendor may not necessarily be new 2 it may be that



