Dear Vendor,
The City of Portland, Maine needs to have you listed in its vendor files in order to process your invoice and allow payment. Please complete the requested information below and supply your tax identification number on the enclosed W-9 form as soon as possible. Our system will not allow a payment to any vendor without a tax number on file.

Please return forms to:

Deb Marquis

Housing and Neighborhood Services

City of Portland, Maine

389 Congress Street  Room 312

Portland ME  04101-3509                     OR                fax to (207) 874-8949
If you have any questions concerning this request, please call me at (207) 874-8717.

Vendor Name (as approved by IRS)                                                                                                                                             
Vendor Name#2 (DBA, if any)                                                                              
Address (local)                                                                                                    
Address (remit to, if different)                                                                              
Phone (local)                                                                                                       
Fax                                                                                                                     
Terms                                                                                                                 
If incorporated, in what state                                                                                

