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Process-Steps (1-3) 
1. Completed requisition form (3953) with 

complete vendor info, signed by Program 
Director 

2. Next, send your 3953 to SAUSHEC GME 
BUDGET OFFICE 

3. Budget office will review: 
 Is this requested item in your budget 
 Verify it is a valid request (resident has not 

traveled, etc) 
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Process Steps 4 - 7 
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4. Once verified and approved, goes to the 
Government credit card holder (GPC) 

5. If the item is an educational supply, once 
delivered, you will be asked to sign the 
invoice 

6. GPC card holder takes the invoice to 
“marry” with request and close the loop 

7. Your program will then be “debited” for 
the expenditure 
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What follows is an actual  
3953 
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210-999-1500 

Make sure 
Complete 

information 

Put pay with credit card! 
Name of person attending conference 
Place & Conference dates 

If online, list website 
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Reminder! 
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 Please ensure that you: 
Have the program director sign 

 
Make sure you have ALL the VENDOR 

INFORMATION 
 

Attach invoice, web pages and anything other 
documents 
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