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VENDOR CODE SETUP STANDARD

	1.0 Purpose

	To standardize the setup of VEN type of Vendor Codes in Sagitta.

	2.0 Scope

	Accounting and/or MIS staff will setup new Vendor Codes using the following standard.

	3.0 Policy

	Vendor codes are created using one of the following:

1. If an individual, then use

a. First 3 letters of the last name; 1st letter of the first name; two numbers sequence beginning with 01

b. Example: Jane M. Bell = Belj01  and Janice L. Bellvue = Belj02

2. If a business or legal entity, then use

a. First 3 letters of the first name; 1st letter of the second name; two numbers sequence beginning with 01

b. Example: Kalani Brothers Painting = Kalb01



	4.0 Exemptions

	No exemptions. 

	5.0 Effective Date

	April 21, 2009



	6.0 Policy Revisions

	Atlas retains the right to make revisions and changes to this policy at any time.
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