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Adding a Vendor Company and Contract in PMCS

Instructions: Items marked with a red * are required to be filled in. For the RFI and Submittal Contractual durations please enter the number of days, this is typically 14 and 21 days. If the Contract is for a specific piece of the work, please fill out the attraction name (make sure the attraction exists in PMCS). If not you can leave blank which equals project overall. If there are users that need to be setup for the new vendor company please fill out a user request form. If there are multiple contracts please provide a second form so that we may capture the same level of detail. If the information is the same for multiple contracts please note that within the Contract Number section. Vendor Number and Contract Number should correspond to what is stored in SAP.

[bookmark: _GoBack]* Project Name: Click here to enter text.
* Vendor Company Name: Click here to enter text.
Vendor Number: Click here to enter text.
* Contract Number: Click here to enter text.
* WDI Responsible Person: Click here to enter text.
* Vendor Responsible Person: Click here to enter text.
* Vendor Responsible Person’s Email Address: Click here to enter text.
* RFI Contractual Duration (Days): Click here to enter text.
* Submittal Contractual Duration (Days): Click here to enter text.
Attraction: Click here to enter text.
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