
Submiss
ion 

Need by 
th

is d
ate

 

 
Key notes: 

1. If you are using a new vendor, you will need to get this approved prior to purchasing or 
submitting for a purchase requisition for that particular vendor. 

2. New vendor information needs to be given to Karen Antle for setup in TxEIS.  A W-9 is 
required to start the process. 

3. Detailed comments are very helpful in the approval process.   
4. If you are sending information over to central office along with the purchase request be 

sure to check “attachment.”  This alerts Karen to be looking for additional items that go 
along with the purchase request.  This is very helpful to central office.  

 
 
 
 
 
 

1. If you are using a new vendor, you will get the vendor approved prior to the purchasing 
process.  A W-9 is required for all new vendors.  Vendor information should be 
submitted to Karen Antle. 

2. If you are sending over quotes, additional information, forms or any additional items 
along with the purchase request please be sure to click the “attachment” button.  This is 
very helpful in the approval process.  

3. When purchasing always think in terms of “need” vs “want.”   
 

 
 

1. Please be consistent in using the comment format when requesting meal money. 
2. When submitting for hotels be sure to get the tax-exempt form from Karen to take with 

you on your trip. 
3. Use the lodging rate website to check locations and costs.  

https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-
lookup/?action=perdiems_report&state=TX&fiscal_year=2019&zip=&city=san%20anto
nio 

Vendor 

Why? Very important 

Be detailed!  This helps processing this information 
quickly and efficiently 

Add this information if applicable.  Supervisor will verify code. 

Notifies Karen that more is coming in 
terms of the purchase.  Most helpful! 

Three different examples.  We 
need a greater degree of 
consistency when submitting meal 
money requests. Please use this 
format in the comments to help 
expedite the approval process.  


