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NEW VENDOR SET UP FORM 
(PLEASE PRINT) 

Vendor Name:          ____________   
 
Address:             
 
City:              
 
State:    ______     Zip Code:      _______  
 
Business Phone Number:           
 
Business Fax Number:          _____________  
 
Email Address:  ______________________________________________________________________________________ 
 
Services Performed:             
 
Labor Rate: $________per hour /  _____ Negotiable  _____ Non-Negotiable 
 
Liability Insurance Carrier: ______________________ Policy Number: ______________________ 
 
Liability Limits: _______________________________ Policy Expiration Date: ________________ 
 
Parts Tax Rate:   % Labor Tax Rate:    % 
 
Able to accept credit card pay platform: ___YES ____NO ____ PREFER P.O. 
 
Hallcon use only:  
 
Manager Requesting Shop Set Up:    ____________       
 
Date:          ____________     
 
Regional Manager Approval:        ____________   
 
Date:              
 
What area is this shop requested for:        ____________  
 
** Please fill out completely. 
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** The Maintenance Department issues PO’s for repairs. We can be reached at 1-800-900-
5191. We are open M-F 08:00-17:30 CST.  
_________________________________________________________________________________________________________ 
 

BILL PAYMENT PROCEDURES   

Hallcon maintains all preventive maintenance scheduling, maintenance repairs, and 
payment in house to better control and track our vehicle maintenance costs.   
 
Effective immediately, you should contact the Hallcon Fleet Department 1-800-900-5191 
whenever a vehicle arrives for service or repairs, and before any work is started. You will 
need to provide the unit number, current odometer reading, and the list of work requested. 
A Purchase Order will be started at the time of your call.   
 
An itemized estimate of the work to be performed MUST be approved prior to any work 
being started. Any subsequent increase in parts and/or labor prices must be approved 
before the work is performed.   
 
 After all the work is completed, you will need to call the Fleet Department to review the 
final details of charges. A Master Card number or a Purchase Order number will be issued 
at that time.   
 
Tow Vendors: When a tow or road service is needed, an “authorization number” must be 
supplied to the vendor by the driver/supervisor requesting the service.  This authorization 
number should include the vehicle number, date, and initials. The authorization number is 
then given to the Fleet Maintenance Department at the time of payment, along with the 
vehicle unit number, mileage, and all info related to the tow/road service.   
  

IMPORTANT NOTE: No Preventive Maintenance work should be performed on the 
weekends or at a time when the Fleet Maintenance Department is closed without our prior 
knowledge. It is not necessary to give the driver any receipts.   
In a continuous effort to improve our Fleet Department, any comments or suggestions are 
welcome. The effective use of this system will help Hallcon to maintain the vehicle records 
we are required to keep compliance with government regulations and will help expedite 
payment to you. We appreciate your cooperation in making this system effective.   
 

FLEET DEPARTMENT BUSINESS HOURS  

Monday through Friday: 8:00 – 5:30 CST  

14325 West 95th Street, Lenexa, KS 66215   
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Door Labor Rate Credit Card Fee 

Hallcon Labor Rate  Storage Fee 

Hours of Operation  

Service Priority   

Number of Technicians   

ASE Tech Qualifications  

Number of Lifts   

Shop Equipment  

A/C Machines       R134a      &        R1234yf  

Programming  

OK with installation of provided parts  
(Aftermarket & LKQ) 

 

Tow Truck  

Body Shop  

Glass Repair  

Alignment Rack   

Tire Rotate     $  

Tire Flat Repair     $  

Diag Waved if Labor Performed   
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