
List the HBC representative you are 
sending the document to.

Any additional questions or 
comments

Example
101-xxxxxx-xx

Use only on government 
contracts

King Air, Premier, etc.
Supplier part number 

is required.

Only if document 
number is different 
than the part number.  

Purchase order number is 
required.

Number of copies you’ll be 
sending to HBC.

B300, T36. etc.

Record change only.

This form is to be filled 
out by the supplier 
before sending it to 
HBC.  Please 
complete as 
many of these entries 
as possible.


