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1. OSF Vendor Cleanup Effort
a. Inactivated approximately 230,000 vendors on 05/15/12 in State’s vendor file
b. Identifying duplicate active vendors to inactivate
· HR vendors with same TIN but different address will remain active for now
· Inactive vendor used by HE will err on edit – manual process to reactivate
c. Implementing data entry standards
· Ongoing process for existing vendors
· Existing vendors corrected as necessary

2. Timeline
a. Last minute changes are currently be developed and tested
b. OUHSC to upload first
· Assess lessons learned
c. OSU – Does this include affiliated schools?
d. Requesting schedule for remaining institutions

3. Format
a. Institutions should be comparing agency’s vendor file to State’s vendor file
b. Agencies should be business unit vendor ID unless exception obtained 
c. Vendor names should be in proper format
· NAME1 is DBA 
· NAME2 is legal name
· Name entered using USPS standards, except for employees
· Employee and Student Name format is LAST,FIRST MI
· Names should be full name if 40 characters is sufficient – Acronyms can be placed in Short Name (will be manual process)
· Names should be abbreviated from right to left when 40 character is insufficient
· Abbreviations provided by OUHSC should be used
· Upper Case
· Avoid punctuation except for ‘&’ and ‘–‘
· No spaces between initials
· Drop all titles
· Begin name with ‘The’ and ‘A’ only when it is part of company’s official name
· Determine the use of ‘And’ and ‘&’ based on company’s official name 
d. Use proper classifications – Supplier, Employee, Student, Confidential
e. No foreign vendors in file
· Each institution should identify existing foreign vendors in HECLM file to be entered in State’s file
· Each institution should validate foreign vendors against sanction lists

4. Anticipate Some Delays
