
 
PO BOX 62407  15550 Vickery Drive #150        Phone:  (281) 404-2450 

  Houston, TX 77205-2407    Houston, TX 77032  Fax:  (281) 404-2455 

 
 

NEW ACCOUNT SET UP SHEET 
 
 
CUSTOMER NAME:  ____________________________________________________________________ 
 
BILLING ADDRESS:  _____________________________________________________________________ 
 
       _____________________________________________________________________ 
 
SHIP TO ADDRESS :  _____________________________________________________________________ 
 
        _____________________________________________________________________ 
 
PHONE NUMBER : __________________________    FAX NUMBER: ______________________________ 
 
ACCOUNTS PAYABLE CONTACT: __________________________________________________________ 
 
PHONE NUMBER:  _____________________ EMAIL ADDRESS: __________________________________ 
 
DO YOU PREFER INVOICES TO BE EMAILED OR MAILED? _________________________________ 
 
PURCHASING CONTACT: ________________________________________________________________ 
 
PHONE NUMBER:  _____________________ EMAIL ADDRESS: __________________________________ 
 
DO YOU PREFER ORDER CONFIRMATIONS EMAILED? _________________________________ 
 
IS A PURCHASE ORDER NUMBER REQUIRED  YES ______   NO______ 
 
IS A DOCK TIME NEEDED FOR DELIVERY    YES ______  NO ______ 
 
IF YES PLEASE LIST CONTACT _____________________________ PHONE NUMBER __________________ 
 
DOCK HIGH   YES ______   NO______ 
 
RECEIVING HOURS   ___________________       DO YOU HAVE A FORKLIFT YES ______   NO______ 
 
TAXABLE        YES ______   NO______     IF NO, INCLUDE EXEMPTION CERTIFICATE 
 
SPECIAL INSTRUCTIONS:  ________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 


