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Vendor Data Record 
A Vendor Data Record is required when a club/department would like to pay a vendor directly 
out of their account for a service provided (Ex: a photographer taking pictures for an event, DJ, 
guest speaker, etc.).  A Disbursement Request (DR) form, invoice and Vendor Data Record are 
required to complete this transaction.  

Send us a request at asipayables@cpp.edu and provide the information below for the vendor 
so we can send them a copy of the form via Adobe Sign. Processing time can take 5-7 business 
days. 

1. Vendor first and last name 
2. Vendor e-mail address 

 

Filling in Vendor Data Record via Adobe Sign 

The vendor will receive an email notification from Adobe Sign to fill out and complete the form.  
From the email click on “Review and Sign” to access the form.  

1. On the top right-hand side of the form, vendor must select if they are a business or 
individual/sole proprietor.  
 
*Note: Select individual/sole proprietor if you are receiving a prize/gift valued over $50. 
 

2. Box 2, enter full name/business name, full address, and phone number.  
 

3. Box 3, select the vendor entity type: LLC, Sole Proprietor, Partnership, etc. 
 

4. Box 4, enter Federal Tax ID (EIN) for businesses or Social Security Number for 
individual/sole proprietor.  
 

5. Box 6, type full name, title and electronically sign form.  
 

6. Once completed, click “Finish” and the form is automatically emailed to  
asipayables@cpp.edu.  
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