The term “NEW VENDOR REQUEST” means all types of travelers, i.e. employees, prospective employees, etc. who do not currently have a “Rxxxxxxxx” number.  

Before entering travel applications in FY09 make sure you have budgets set up for each of the following categories:

In State Travel (Budget Code: 7020) 
Out of State Travel (Budget Code: 7021)
Foreign Travel (Budget Code: 7022)
Prospective Employee Travel (Budget Code: 7023)
