
Vendor Setup Instructions 

All vendors are established by Accounts Payable (AP).  Before requesting a new vendor, please 

make sure a thorough search is done before requesting that a vendor be set up. Go to Vendor 

Lookup in Frontline to complete your vendor search.  

New Vendor Requests 

For any new vendor setup, as well as for any activation of an inactive vendor, a vendor number 

request form, CIQ (Conflict of Interest Form), and W-9 will be required.  We request that you 

allow a two-day turnaround on establishing a vendor number as we receive many requests for 

vendor numbers.  Please email completed forms to vendorpacket@saisd.net.
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Address Changes 

If the vendor requires a change of address, please send the documentation to 

vendorpacket@saisd.net.  This can include but is not limited to a letter from the vendor, an email 

from the vendor, or a new W-9 that includes the new address.  

Note:  It shall be the responsibility of the vendor doing business with the San Antonio 

Independent School District to inform the district of any changes such as W-9 (EIN), name, 

address, phone number, fax number, e-mail, etc.   The updating of this information will 

help prevent any payment delays.  
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