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Vendor Job Aid 

            Direct Ship Materials to Site 
 
 
 
Purpose: to provide vendors with the location of where direct ship 
to site address and instructions will be displayed on their 
Purchase Orders (PO). It will be the responsibility of the vendor to 
read the comments before shipping the materials to the 
appropriate address. 

 

• As highlighted below it is necessary that upon receiving a 

purchase order you must review the comments section. 

 

• As you can see in the example below in the comments 

section dictates that this should be a direct shipment.  

 

• Please ensure that the shipment is delivered to the address 

in the comments section. If there is no direct ship to site 

instructions in the comment, but other comments or no 

comments, then the material should be shipped to the Ship 

To in the upper left-hand side of the PO. 
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