Ship To / Invoice To Address Request Form

	Date
	
	     

	Requestor Name
	
	     

	Email Address 
	
	     

	Phone number 
	
	     


Fill out the section below that pertains to your request
	Request for New Code to be Added



	1st Address Line
	
	     

	2nd Address Line
	
	     

	3rd Address Line
	
	     

	City State Zip
	
	     

	Current Virginia Tech Mail Code at this location 
	
	     

	


	Change Request for Current Code



	Current Ship To / Invoice To Code Number
	
	     

	Fill in changes you need to be made below

	1st Address Line
	
	     

	2nd Address Line
	
	     

	3rd Address Line
	
	     

	City State Zip
	
	     

	


___________________________________________________________________________
Purchasing Use Only
____ Your new address was added and the new code is  ______________________
____ Your current address has been updated and is ready to use

____ Your request could not be processed.  Please see attached email for specific reasons.

created 05-17-06

