As an authorized Invitational Traveler, you must fill out and submit the attached Vendor Request Form before any authorized, approved travel can be arranged.  

This form is only required to be completed once but can be resubmitted if traveler information updates are necessary.  

All items highlighted in yellow should be completed.  

The form should contain information for reimbursement to an individual (not a company or organization). 

Please note that because the form contains Personally Identifiable Information, we cannot accept it via e-mail.  Therefore, you must either mail or fax the form to:

Ms. Kim Oliver
Office of Natural Resources Revenue Department of the Interior

1849 C Street, NW; MS 4211
Washington, DC  20420

FAX:  202-513-0682

ATTN: Kim Oliver
Once you have submitted the Vendor Request Form we will assign a Vendor Identification Number (VIN) to you and we can begin the process of arranging your travel.

If you have questions regarding the form, please contact one of the following individuals:

Kim Oliver at kimiko.oliver@onrr.gov (202-513-0370) 

Shirley Conway at shirley.conway@onrr.gov (202-513-0598) 
	Vendor Request Form



	Requestor Information

	Bureau
	DOI/BSEE


	Name
	Nathalie Edwards


	Request Type
	Routine
	Emergency
(Requires signature of approving official)
	

	Phone Number
	(703)787-1247

	Email Address
	Nathalie.edwards@bsee.gov

	Vendor Information

	Action:  Invitational traveler (non-Federal) needs to have a vendor id number assigned and EFT banking information entered so they can be reimbursed through the BSEE Finance system, FBMS.
	Create 
	Manual
	

	
	
	Foreign
	

	
	
	Invitational Traveler
	X

	
	
	Employee
	

	
	Change/Add Vendor Information
	SAP Vendor Code
	

	
	
	DUNS Number
	

	Mark if applicable  □
	Invoicing Plan Settlement (Recurring Invoice Payments)



	Mark if applicable   □ 
	Vendor needed in CMS (Prism)

	Mark if applicable   □
	Vendor needed in eGrants

	Vendor Name
	

	Address 1
	

	Address 2
	

	City
	

	State/Region
	

	Postal Code
	

	Country
	

	International Vendor?
	
	Province
	

	Vendor Contact Name
	

	Vendor Contact Phone Number
	

	Additional Contact Information

	Type of Contact
	

	Vendor Name
	

	Address 1
	

	Address 2
	

	City
	

	State/Region
	

	Postal Code
	

	Country
	


	1099 Information

	1099 Eligible?
	
	
	

	Social Security Number
	
	Employer Identification Number
	

	Address 1
	

	Address 2
	

	City
	

	State/Region
	

	Postal Code


	

	Business  Information

	Business Category
	Individual
	
	

	
	Sole Proprietor
	
	

	
	Partnership
	
	

	
	Corporate Entity (not tax exempt)
	
	

	
	Corporate Entity 

(tax exempt)
	
	

	
	Other (Not for Profit)
	
	

	ASAP Recipient ID
(for ASAP vendors only)
	
	
	

	Financial Institution Information

	Waiver from EFT/ACH?
	
	
	

	Name of Bank
	

	Bank ABA Number
	

	Bank Account Number
	

	Checking or Savings?
	

	Other Special Instructions

	Note: ‘All vendors, excluding non-Federal and foreign, added manually will be blocked for payment until banking information is obtained by Vendor Maintenance.’
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