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Request for New Vendor Code
Dear Vendor:

In order for the City to issue your company a contract or purchase order, we must assign your company a new
vendor code.

Please complete (type or print) this form and return to this office via email. Please note, PO Box Numbers
are not acceptable as formal street addresses (only remit) for tax purposes.

After receiving this completed form via email, another representative from our Accounting office will reach

out to you to gather a W9 and ACH information (if applicable) via a secure portal.

Person and/or Vendor Name: hand2mind, Inc.

D.B.A. Name: (If applicable)

Address; 200 Greenview Court Address line 2:

City: Vernon Hills State: 1L zip: 60061

Remit address (If different from above): 6642 Eagle Way

City: Chicago State: IL 7ip: 60678

Vendor website: WWW.hand2mind.com

Contact Person Valerie Cole Title Educational Consultant

Telephone No. 847.968.5221 Fax No. 800-382-9326
E-Mail: Vcole@hand2mind.com

Industry: Educational sales Receives a 1099 Form [] Yes [@ No

Do you qualify as a 501C business for non profit: [] Yes ® No
Are you a Law Firm?[T"| Yes [ No Is this a Rent Payment? [ Yes [ No

RETURN TO: Name:
E-mail:
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