ECM Industries Invoice Guidelines
ECM Industries currently has two methods of receiving invoices.

1. Vendors may choose to send hard copies of invoices to the following:

ECM Industries LLC
16250 W Woods Edge Rd
New Berlin, WI 53151

2. Vendors may choose to send invoices electronically to the following email address: Email: ecm@pdf.basware.com
Invoices sent via email must be in black and white PDF format and one invoice per attachment. DO NOT SEND MULTIPLE INVOICES IN ONE ATTACHMENT.

Inventory Vendors

All inventory vendors must adhere to the following requirements. Below is a list of information that MUST be present on invoices to ECM Industries. Any information that is missing can result in significant delay in payment:

· ECM Industries Purchase Order number(s), if applicable
· ECM Industries part number(s)
· Clear quantity reference
· Clear unit of measure reference
· Clear unit price reference
· Buyer name (contact person)
Please note that this same information above should also be present on all delivery documents that accompany each shipment to ECM Industries and its sites.

Vendor Reminder

This billing address pertains to ECM Industries invoices only. The shipping address will remain the same
– this change affects only the billing address

Statements

Do not send statements to the above billing addresses. All statements should be submitted to ap@ecmindustries.com
