DLXS Invoicing Information
It’s almost time to invoice for your annual DLXS support.  Below is important information which we hope will facilitate the process.  Please read carefully, and address responses and questions to:


Ann Thomas



Email:   athomas@umich.edu


Phone:  (734) 764-6568

· SUPPORT :  If you no longer need DLXS technical support, please email athomas@umich.edu .
· CONTACTS:  We know staff sometimes change, and we need to keep our contact list up to date.  If you haven’t done so recently, please email athomas@umich.edu to confirm complete contact information--including title—for:


- the person to whom our Invoice should be sent


- your DLXS technical contact
· Purchase Orders:  If your institution needs to create a Purchase Order, they must use the following as the Vendor:




University of Michigan




Digital Library Production Service




300 Hatcher North Bldg.




920 N. University Ave.




Ann Arbor, MI  48109-1205



Vendor Contact:



Ann Thomas



Email:   athomas@umich.edu


Phone:  (734) 764-6568



Fax:      (734) 763-7885

· payee:  Payment checks must be made payable to “University of Michigan”.   Checks made out to any other name will not be accepted by Accounts Receivable.
· To ensure prompt handling and credit to the correct University account, please be sure to

mail checks to:



University of Michigan




Digital Library Production Service




ATTN.:  Ann Thomas




300 Hatcher North Bldg.




920 N. University Ave.




Ann Arbor, MI  48109-1205

· CREDIT CARD or BANK WIRE payments:  For instructions, please email athomas@umich.edu
