
    

  

    
   

    

      

      

  

    

  
 

   

  
  

  
 

 
  

 

 

     

    

Blue Ridge Unified School District # 32 

VENDOR INFORMATION 

ORDER INFORMATION REMITTANCE INFORMATION 
Company Name: Company Name: 

Street Address: Street Address: 

Phone No. : Phone No. : 

Fax No. : Fax No. : 

Contact: Contact: 

P.O. Email: Remittance Email: 

Cooperative Contract Provider 
Name: 

Cooperative Contract Number: 

Tax Identification Number: 
____________________________________ 

Payment Method Preferred: 
 Commerce Credit Card Pay 

(see attached Vendor 
Worksheet to Sign Up) 

 Check 
Other ___________________ 
_____________________________________ 

W-9 Received 

Notes: 

Please return with your W-9 

Attention Rhiannon Smith rsmith@brusd.org 

mailto:rsmith@brusd.org


mailto:rsmith@brusd.org


 
   

        
        

  

      

       
      

       
     

 
 

      

    

   
      

   

  

       
 

     
   

         
    

 

 

Dear Valued Supplier:

We invite you to sign up for our fast credit card payment option. All you need to participate is the 
ability to accept VISA credit card transactions and an email address to receive payment
information at going forward.

By accepting your payment by credit card, your organization may:

Receive payments faster. Credit card payments are generally faster than checks and
there's no need for you to make trips to the bank.
Increase fraud protection. You will receive a virtual, single-use credit card number, which 
you don't need to store, and can only be used for the transaction specified within the 
remittance email.
Simplify reconciliation. You'll receive detailed electronic remittance information in a secure 
email to properly identify the invoice(s) being paid.

What you need to know:

For each payment we issue, you will receive a single-use VISA credit card number and all 
remittance detail for the payment. You will process it the same as any other credit card payment

and then complete the transaction on your point of-sale (POS) terminal.

What you have to do?

Pick up the phone!  A Commerce Bank representative will be reaching out to you to
determine payments options.

Or 

Reach out to Linda Haynes at ap@brusd.org or call us at 928-368-6126 ext 1112 with the 
email address(es) you would like to receive payments at.

If credit card is not an option with your company, please let us know and we will have a Commerce 
Bank representative reach out regarding other payment options.

Sincerely,

Blue Ridge USD

-



Vendor Worksheet 

Payment Method 

Our business is working with Commerce Bank to streamline our Accounts Payable program. 
Our preferred method of payment is with a Visa Virtual credit card. 

How It Works 

Once an invoice is approved for payment, the system will send an email remittance to 
your designated inbox that will contain the invoice information, as well as a link with a 
one-time use virtual Visa card.  Your Accounts Receivables Department will then be able 
to key the card information into your credit card processing system.  If you require to 
keep a card number on file, please indicate that on this page and we will accommodate. 

Please indicate if your business is able to accept Visa for payment: Yes No 

If yes, are there any fees or limitations to paying this way? Yes No 

If there are fees or limitations, please provide details: 

Email address or fax number that the virtual card remittances should be directed to: 

Vendor Name & Phone Number: 

Physical & Mailing Address (if different): 

Please return information to: ap@brusd.org and rsmith@brusd.org 

   
   

    
      

   
   

   

 

  

  

   

  

 



 
         

         

  
      

         
     

       
        

          
    

       

   

 

  

          

Payment Type Change Request 
Payment Method 
Our business is working with Commerce Bank to streamline our Accounts Payable 
program.  Our preferred method of payment is with a Visa Virtual credit card. 

How It Works Vendor Name & Phone Number: 

Once an invoice is approved for payment, the system will send 
an email remittance to your designated inbox that will contain Please indicate if your business is able/willing to accept Visa for payment: Yes No 
the invoice information, as well as a link with a one-time use 
virtual Visa card. Your Accounts Receivables Department will If yes, are there any fees or limitations to paying this way? Yes No 
then be able to key the card information into your credit card 
processing system. If you require to keep a card number on If there are fees or limitations, please provide details: file, please indicate that on this page and we will 
accommodate. 

Email address or fax number that the virtual card remittances should be directed to: 
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