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Confirmation Email 
This email is generated after you submit your vendor setup request.  It includes the vendor information and the 
reference number.  Note: The vendor details below are generic; your email will include the details you entered in the 
system. 
 

 



 
 

Page | 2                                                                                                                                                       Last Updated March 2014 
 

Vendor Emails/W9 Sample – US Commercial Business 2014 

 
W9 Email – Vendor Email Entered 
This email is sent to the vendor if a vendor email was included in the setup details.  You will be cc’d on all 
correspondence with the vendor.  The attached substitute W9 includes the reference number generated from the 
system. 
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W9 Email – No Vendor Email Entered 
If no vendor email is entered, this email is sent to the requestor to follow up with the vendor.  Again, the attached 
substitute W9 includes the reference number generated from the system. 
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Substitute W9 
The next two pages show the substitute W9 that is generated with the reference number included. 
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