
USAID NON-EMPLOYEE VENDOR REQUEST / UPDATE FORM 

Request Type   Add New Vendor   Update Existing Vendor 

Vendor Code ___________________________________   Vendor Address Code ___________________ 

General Vendor Information 
Vendor Name _________________________________________________________________________ 

DUNS* _____________________ DUNS+4 ____________________ CAGE/NCAGE ________________ 

Is vendor active in SAM?   Yes         No      In Progress 
If “no”, please select reason for exemption** 

SSN/EIN___________________ TIN Type   SSN   EIN 1099 Vendor 

Currency/Currency Code (only for Trust Funds) ______________________________________________ 
See Banking Information section below to specify payment currency information 

Use for:   Billing  Procurement   Payment 

Vendor Type 
US Federal Agency 
US Business 
Foreign Business 
Personal Services Contractor (US PSC) 
Foreign Service National (FSN/TCN PSC) 
Invitational Traveler

State & Local Government 
Grant Recipient 
Foreign Government 
Private Voluntary Organization (PVO)  
Public International Organization (PIO) 

Vendor Contact Name __________________________________________________________________ 
Phone Number ________________________________________________________________________ 
Email Address _________________________________________________________________________ 

To sync a SAM vendor, or to add/update a SAM exempt A&A vendor, email this form to 
vrequest@usaid.gov.
To add non-US currency payment line to an existing A&A vendor, please consult with your 
OFM to submit this form to you Vendor Processing Mission. The Vendor Processing Mission 
list can be found here on the Phoenix Guides and Procedures page under the Vendor 
subsection in the right column.
Per ADS 545, personally identifiable information (PII) must be encrypted in order to send the file via email. When 
submitting this form, zip and encrypt it with a password and then send the password in a separate email.

https://pages.usaid.gov/M/CFO/phoenix-guides-and-procedures-2


City _______________________ Country ___________________ State _____ Postal Code __________ 

Remittance Address ____________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

City _______________________ Country ___________________ State _____ Postal Code __________ 

Banking Information 
For US Dollar payments (EFT/Direct Deposit) 
Bank Name ___________________________________________________________________________ 
ABA Number (Bank 9 digit Routing #) __________________   Account Type   Checking   Savings 

For Local Currency payments 
Swift Code ____________________________________________________________________________ 
Currency/Currency Code ________________________________________________________________ 
To view available USDO currency codes, please review Phoenix Currency Codes found  here 

IBAN ________________________________________________________________________________ 

*DUNS Number Requirement – Data Universal Numbering System (DUNS) number is the nine-digit number
established and assigned by Dun and Bradstreet, Inc. (D&B) to uniquely identify business entities. A DUNS number 
may be obtained from D&B by telephone (currently 866-705-5711) or the Internet (currently at 
http://fedgov.dnb.com/webform). All vendors (including foreign businesses) receiving USAID awards over the 
monetary threshold established in FAR 4.6 must obtain their own unique DUNS number. If a vendor does not have 
a DUNS number and they meet the associated requirements, as indicated in FAR 4.605, then a generic DUNS may 
be used.  The ADS 309 also provides guidance on the use of generic DUNS for PSCs where the Place of 
Performance is outside of the United States. 

**SAM Registration Requirement – In addition to the DUNS number requirement, all vendors doing business with 
the Federal Government must be registered in the System for Award Management (SAM) database 
(http://www.sam.gov), unless they qualify for an exception set forth by Agency policy. FAR 4.11 provides some 
exceptions to SAM registration for Acquisitions awards made to foreign vendors for work performed outside the 
United States. 2 CFR 25.110 provides a list of exceptions to SAM registration and/or DUNS requirements for 
Assistance vendors. 

 Bank Account Number __________________________________________________________________ 

Sub-Routing Number ___________________________________________________________________ 
Sub-Bank Name _______________________________________________________________________ 
Sub-Bank Account Number  ______________________________________________________________

*For vendor address lines using the 022 currency

Address Information 

Mailing Address _______________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

City _______________________ Country ___________________ State _____ Postal Code __________ 

Physical Address _______________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

https://pages.usaid.gov/M/CFO/phoenix-guides-and-procedures-2
http://fedgov.dnb.com/webform
http://www.sam.gov/
https://acquisition.gov/far/current/html/Subpart%204_11.html%23wp1073569
http://www.ecfr.gov/cgi-bin/text-idx?SID=e10a4c7b3410ddc02885fd2b1da67f76&node=2:1.1.1.2.2.1.1.3&rgn=div8
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