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LEASE NUMBER: __________________________

PROPERTY ADDRESS:  ________________________________________________________________________

VENDOR SETUP INFO:


VENDOR TYPE:

   Vendor
Non-Employee
College/University
Tax Authority

VENDOR LEGAL NAME: ______________________________________________________________________

VENDOR PAYMENT ADDRESS: ______________________________________





   ______________________________________





   ______________________________________

TAX ID#: ________________________________   or   SOCIAL SECURITY # _______________________________
PAYMENT TERMS:

BEGIN DATE:  ______________ EXPIRATION DATE: _______________ MONTHLY AMOUNT: ___________

RECURRING PAYMENT PTAEO: ______________________________________________________________

DEFAULT PAYMENT PTAEO: _________________________________________________________________

(Note:  if initial PTAEO’s expiration date falls before the lease end date, please provide a default PTAEO – i.e. lease payment to be paid off sponsored agreement which ends in the 2nd yr of a 5yr lease)

AUTHORIZED BY ________________________________________________________, UNIVERSITY PROPERTIES 

 PRINT NAME ____________________________________________________________
(based on lease approvals (VP or designee) on file in University Properties, this lease setup has been authorized)
PLEASE SEND COMPLETED LEASE SUMMARY SHEET AND 

RECURRING PAYMENT AUTHORIZATION FORM TO:

ACCOUNTS PAYABLE, 155 WHITNEY AVENUE – ROOM 100
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