
 

To become a certified vendor with the City, please e-mail, fax or 

mail required documents to: 
vendors@ci.southlake.tx.us 

Fax: (817) 748-8048, Attn: Purchasing 

1400 Main Street, Suite 440, Southlake, TX 76092 

 

□ City of Southlake Vendor Application 

□ Vendor Statement of Agreement 

□ IRS Form W-9 

□ Texas State Form CIQ 

 

We appreciate your interest in conducting business with the City of Southlake! 

 

Vendor Certification Program 
Tim Slifka, Purchasing Manager, CPPO, CPPB 

            tslifka@ci.southlake.tx.us (817) 748-8312 

                  Misty Knaust, Purchasing Assistant 

                                     mknaust@ci.southlake.tx.us (817) 748-8940 



 

 

 
 

Vendor Commodity Codes 
 

The National Institute of Governmental Purchasing Codes makes up the numbering system 
commonly used by state and local governments to categorize the products and services they buy.  If you 
do not see a code that fits your business product or service, please write a brief description of your 
product or service and we will assign a code to your organization. 

 
003 AWARDS AND PROMOTIONAL ITEMS 
008 COMPUTER AND COMMUNICATION SUPPLIES 
012 DUES AND LICENSES 
025 EVENT AND SPORT SUPPLIES 
040 FACILITY SUPPLIES AND EQUIPMENT 
048 FIRE DEPARTMENT PRODUCTS AND EQUIPMENT 
055 FLEET AND RELATED SUPPLIES AND EQUIPMENT 
058 FLEET HEAVY EQUIPMENT PRODUCTS AND SUPPLIES 
059 FLEET LIGHT EQUIPMENT PRODUCTS AND SUPPLIES 
085 JANITORIAL SUPPLIES 
100 K9 RELATED SUPPLIES  
125 LANDSCAPE AND SPORTSFIELD SUPPLIES AND EQUIPMENT 
135 LIBRARY RESOURCE MATERIALS 
145 MEALS AND FOOD 
148 MEDICAL EQUIPMENT AND PRODUCTS 
155 OFFICE SUPPLIES 
200 POLICE PRODUCTS AND EQUIPMENT 
225 PUBLIC SAFETY PRODUCTS AND EQUIPMENT 
245 PUBLICATIONS 
260 SEWER, STREET, AND WATER SUPPLIES AND EQUIPMENT 
325 UNIFORMS ALL TYPES 
400 BACKGROUND RESEARCH SERVICES 
425 COMPUTERS AND COMMUNICATION SERVICES 
438 DESIGN SERVICES 
455 ENGINEERING SERVICES 
458 ENVIRONMENTAL SERVICES 
462 EVENT AND ENTERTAINMENT FEES AND SERVICES 
485 FACILITY SERVICES 
525 FINANCIAL SERVICES 
545 FLEET AND RELATED EQUIPMENT SERVICES 
600 GENERAL SERVICES NOT OTHERWISE CATEGORIZED 
645 GROUP BENEFITS AND INSURANCE SERVICES 
648 HEALTHCARE SERVICES 
680 K9 RELATED SERVICES 
695 LABORATORY TESTING SERVICES 
715 LANDSCAPE SERVICES 
745 LEGAL SERVICES 
785 MEDICAL EQUIPMENT REPAIR SERVICES 
865 PUBLIC SAFETY AND EQUIPMENT REPAIR SERVICES 
900 RENTAL SERVICES 
945 SPECIALIZED SERVICES 
958 SEWER, STREET AND WATER SERVICES 
965 TRAVEL SERVICES 
972 UTILITY, PRINTING, AND POSTAL SERVICES 

 



 

 

Vendor Application 
 

Requesting City Department 

 

Company Name   
 
Authorized Representative & Title   
 
Website   
 
Contact e-mail   
 

Send POs via e-mail to   
 

Phone         Fax   
 
Physical Address   
 
 
 
Remit Address   
 
 

 Same as physical address 
 
 
 

General Commodity Code(s)   
 
 
TIN # or SSN #        TX HUB or Other #   
 
Business Type                                                  Corporation  Sole-Proprietorship       Partnership     Other 
 
 

 
Do you accept credit cards for point-of-sale purchases?          Yes      No 
 
Please complete the section below if your company would like to receive payment of invoices via an Electronic Funds Transfer. 

 

EFT Payment Information             Checking        Savings 
 
Account Name        Bank Name   
 
Account #         Routing #   
 
Send EFT advice via e-mail to   
 

 
E-mail, fax or mail application to: 

vendors@ci.southlake.tx.us 
Fax: (817) 748-8048, Attn: Purchasing 

1400 Main Street, Suite 440, Southlake, TX 76092 

    



 

 

V e n d o r  S t a t em en t  o f  A g r e e m e n t  

 

The  C i t y  o f  Sou th lake  requ i r es  a l l  vendors  who  des i r e  t o  conduc t  bus iness  w i t h  

t he  C i t y  t o  comp le te  the  requ i red  documen ts .   I n  add i t i on ,  t he  fo l l ow ing  C i t y  o f  

Sou th lake  Purchas ing  Po l i cy  i t ems  mus t  be  ag reed  to  by  an  au tho r i zed  

rep resen ta t i ve  o f  t he  vendo r  o rgan iza t i on .  

 

A l l  i nvo i ces ,  s ta temen ts ,  and  o the r  co r respondence  mus t  be  sen t  t o :  

 

  accoun tspayab le@c i . sou th lake . t x . us  

 

  -  o r  -  

 

  C i t y  o f  Sou th lake  

  ATTN:  Accoun ts  Payab le  

  1400  Ma in  S t ree t ,  Su i t e  440  

  Sou th lake ,  Texas  76092    

 

A l l  i nvo i ces  a re  pa id  no  l a te r  t han  30  days  pas t  t he  l a t e r  o f  t he  i nvo ice  da te  o r  

da te  o f  accep tance  o f  t he  p roduc t  o r  se r v i ce  by  an  au tho r i zed  c i t y  

rep resen ta t i ve ,  p rov ided  t he  i nvo i ce  i s  ema i l ed  o r  ma i l ed  t o  t he  above  address ,  

i n  comp l i ance  w i th  t he  P rompt  Paymen t  Ac t .  

 

I nvo ices  fo r  p roduc t  pu rchases  mus t  i nc lude  a  Purchase  Orde r  # .   The  C i t y  o f  

Sou th lake  Purchase  Orde r  i s  no t  va l i d  un less  i t  con ta ins  t he  s i gna tu res  o f  t he  

C i t y  Manager  and  F inance  D i rec to r .   Pu rchase  Orde rs  by  phone  a re  pe rm i t t ed  

on l y  by  t he  C i t y ’ s  Pu rchas ing  Manager .  

 

The  C i t y ’ s  Te rms  and  Cond i t i ons  a re  on  t he  C i t y  webs i te .   Dev ia t i ons  f r om th i s  

documen t  mus t  be  ag reed  to  i n  w r i t i ng  by  an  au tho r i zed  C i t y  rep resen ta t i ve .  

 

My  s igna tu re  be low  ce r t i f i es  t ha t  I  am  an  au tho r i zed  rep resen ta t i ve  o f  t he  

bus iness  named  on  the  IRS Form  W-9 ,  and  t ha t  my  company  ag rees  to  ab ide  by  

the  above  po l i c y  s ta temen ts  and  the  te rms  and  cond i t i ons  found  on  the  C i t y  o f  

Sou th lake  webs i t e  un less  o the rw is e  ag reed  to  i n  w r i t i ng .  

 

 
 

 

P r i n ted  Name       T i t l e  

 

 

S igna tu re         Da te  



 Adopted 06/29/2007

FORM CIQ

OFFICE USE ONLYThis questionnaire reflects changes made to the law by H.B. 1491, 80th Leg., Regular Session.

This questionnaire is being filed in accordance with Chapter 176, Local Government Code
by a person who has a business relationship as defined by Section 176.001(1-a) with a local
governmental entity and the person meets requirements under Section 176.006(a).

By law this questionnaire must be filed with the records administrator of the local governmental
entity not later than the 7th business day after the date the person becomes aware of facts
that require the statement to be filed.  See Section 176.006, Local Government Code.

A person commits an offense if the person knowingly violates Section 176.006, Local
Government Code. An offense under this section is a Class C misdemeanor.

CONFLICT OF INTEREST QUESTIONNAIRE
For vendor or other person doing business with local governmental entity

Check this box if you are filing an update to a previously filed questionnaire.

(The law requires that you file an updated completed questionnaire with the appropriate filing authority not
 later than  the 7th business day after the date the originally filed questionnaire becomes incomplete or inaccurate.)

Name of person who has a business relationship with local governmental entity.1

2

3

Date Received

Name of local government officer with whom filer has employment or business relationship.

        Name of Officer

This section (item 3 including subparts  A, B, C & D)  must be completed for each officer with whom the filer has an
employment or  other business relationship as defined by Section 176.001(1-a), Local Government Code.  Attach additional
pages to this Form CIQ as necessary.

A.  Is the local government officer named in this section receiving or likely to receive taxable income, other than investment
income, from the filer of the questionnaire?

                             Yes                 No

B.  Is the filer of the questionnaire receiving or likely to receive taxable income, other than investment income, from or at the
direction of the local government officer named in this section AND the taxable income is not received from the local
governmental entity?

                             Yes                 No

C.  Is the filer of this questionnaire employed by a corporation or other business entity with respect to which the local
government officer serves as an officer or director, or holds an ownership of 10 percent or more?

                             Yes                No

D. Describe each employment or business relationship with the local government officer named in this section.

Signature of person doing business with the governmental entity Date

4




	Vendor Application PDF 01-14-2014
	To become a certified vendor with the City, please e-mail, fax or mail required documents to:
	vendors@ci.southlake.tx.us
	Fax: (817) 748-8048, Attn: Purchasing
	1400 Main Street, Suite 440, Southlake, TX 76092
	We appreciate your interest in conducting business with the City of Southlake!
	Vendor Certification Program
	Tim Slifka, Purchasing Manager, CPPB
	tslifka@ci.southlake.tx.us (817) 748-8312
	Misty Knaust, Purchasing Assistant
	mknaust@ci.southlake.tx.us (817) 748-8940
	Requesting City Department
	Vendor Statement of Agreement
	The City of Southlake requires all vendors who desire to conduct business with the City to complete the required documents.  In addition, the following City of Southlake Purchasing Policy items must be agreed to by an authorized representative of the vendor organization.
	All invoices, statements, and other correspondence must be sent to:
			accountspayable@ci.southlake.tx.us
			- or -
			City of Southlake
			ATTN: Accounts Payable
			1400 Main Street, Suite 440
			Southlake, Texas 76092		
	All invoices are paid no later than 30 days past the later of the invoice date or date of acceptance of the product or service by an authorized city representative, provided the invoice is emailed or mailed to the above address, in compliance with the Prompt Payment Act.
	Invoices for product purchases must include a Purchase Order #.  The City of Southlake Purchase Order is not valid unless it contains the signatures of the City Manager and Finance Director.  Purchase Orders by phone are permitted only by the City’s Purchasing Manager.
	The City’s Terms and Conditions are on the City website.  Deviations from this document must be agreed to in writing by an authorized City representative.
	My signature below certifies that I am an authorized representative of the business named on the IRS Form W-9, and that my company agrees to abide by the above policy statements and the terms and conditions found on the City of Southlake website unless otherwise agreed to in writing.
	Printed Name							Title
	Signature								Date

	CIQ
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