
 

Coffee Wholesale USA cw-usa.com 
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Mailing Address Shipping Address 
P. O. Box 1614 1101 North Industrial Blvd, Building A 
Round Rock, TX  78680 Round Rock, TX  78681 
Phone (866) 570-0498 Fax (512) 388-9791 

Always Premium Quality – Never Less 
® 

 
Instructions – Government Entities Applying for Trade Credit 

 
 
1. Send us a written request for opening your trade credit account 

• Your request must be made on your official Government letterhead and faxed to us with your signature 
• Your approved request enables your government entity to order merchandise from us via Purchase Order 
• Requests must include your name, “bill-to” address, telephone number, and email address 

 
2. Complete a Texas Sales and Use Tax Exemption Certification (included) 

• Complete side 2 if your government entity is exempt from paying Texas sales tax  
• Texas law requires we must have this signed document in our file or we must charge Texas sales tax 

 
3. Provide Accounts Payable information 

• Provide us with the name, telephone number, and email address of the person in your Accounts Payable 
department who is assigned to our account 

 
4. When you have completed each step above in Steps 1 through 3 

• Fax these documents to us – we will start working on your application promptly 
• Keep a copy of each form for your files  

 
5. Once your trade account is approved, all orders submitted to us must meet the following guidelines 

• All orders must be in the form of a formal written Purchase Order (PO) 
• PO’s must include a PO number 
• PO’s must clearly show our vendor name and vendor number 
• PO’s must equal or exceed our minimum order amount of $50 (fifty dollars) 
• PO’s must clearly show all of the items you are including in your order 
• PO’s must clearly include a “ship-to” address for merchandise ordered 
• PO’s must clearly include the “bill-to” address for mailing your invoice 

 
6. Items Ordered and Price Quotes 

• If you need a Price Quote to properly complete your PO, just ask us and we can provide you with one 
• Price Quotes will include the information you provide to us (like shipping and billing addresses) along 

with the quantity and description of items included in your order, the prices of those items, shipping 
charges, and an overall order total 

 
7. Payment Terms 

• Invoice terms are Net 30 Days 
• A finance charge of 1.50% monthly is automatically added to overdue invoices and late payments 

http://www.cw-usa.com/
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TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION 
Name of purchaser, firm or agency 

Address (Street & number, P.O. Box or Route number) Phone (Area code and number) 

City, State, ZIP code 

I, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable 
items described below or on the attached order or invoice) from: 

Seller: 

Street address: City, State, ZIP code: 

Description of items to be purchased or on the attached order or invoice: 

Purchaser claims this exemption for the following reason: 

I understand that I will be liable for payment of sales or use taxes which may become due for failure to comply with the provisions of the 
Tax Code: Limited Sales, Excise, and Use Tax Act; Municipal Sales and Use Tax Act; Sales and Use Taxes for Special Purpose Taxing 
Authorities; County Sales and Use Tax Act; County Health Services Sales and Use Tax; The Texas Health and Safety Code; Special 
Provisions Relating to Hospital Districts, Emergency Services Districts, and Emergency Services Districts in counties with a population 
of 125,000 or less. 

I understand that it is a criminal offense to give an exemption certificate to the seller for taxable items that I know, at the time of purchase, 
will be used in a manner other than that expressed in this certificate and, depending on the amount of tax evaded, the offense may range 
from a Class C misdemeanor to a felony of the second degree. 

Purchaser Title Date 

NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle. 
THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID. 
Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist. 

This certificate should be furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts. 
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