
Purchasing 

1522 Texas Parkway 
Missouri City, Texas 77489-2170

Phone:  (281) 403-8626 
www.missouricitytx.gov

City of Missouri City
Purchasing Department
1522 Texas Parkway 
Missouri City, TX 77489 

Greetings potential new vendor, 

Thank you for your interest in conducting business with the City of Missouri City. In order to 
do so, a Vendor Number must be assigned to your company and setup in our financial system. 
New vendors are required to complete the forms in this packet in order to receive any payment 
from the City.

Please complete the new vendor registration packet attached and return to the City's Purchasing 
Division for processing. The City is moving towards a paperless business 
environment; therefore please fill out the forms and return the completed forms via email to:  

Vendor processing at email:
purchasing@missouricitytx.gov

The Purchasing Division will process the forms and issue a new vendor number 
for your company. Your new vendor number will be available to the user departments 
so that they might conduct official City business with your firm. If a Purchase Order is 
issued, the purchase order will be sent to you by the department requesting goods or 
services. If you have any questions regarding the status of your purchase order, please 
contact the department you are working with. 

The City thanks you for completing this process and we look forward to doing business with 
your company.

Best Regards.



PAYMENT INSTRUCTIONS TO VENDORS

CITY OF MISSOURI CITY, TEXAS ("CITY") 

CHOICE OF PAYMENT

Payment by the CITY to the VENDOR shall be made as follows:

The VENDOR may receive payment through one of two methods, either Mastercard credit 
card or electronic funds transfer (EFT). The VENDOR shall indicate on the last page of 
this instruction document its selection of method of payment. 

 If Mastercard is selected, then the VENDOR agrees to accept the card for payment,
     without a transaction fee, for any and all invoices that the CITY may choose to pay     
     with the card regardless of amount.

 If electronic funds transfer (EFT) is selected, then the VENDOR agrees to accept the   
      EFT for payment for any and all invoices that the CITY may choose to pay with the 
      EFT regardless of amount. Any change to the method selected shall be by mutual 
      agreement and shall be updated by the Purchasing Division.

 If a VENDOR chooses credit card payment the City will not require a W9. In the event 
that the VENDOR changes to EFT payment at a future date a W9 will be required.

 If the EFT method is selected, a separate EFT form (attached) will be required by the 
      CITY. This form will provide the necessary information to implement the EFT 
      payments. VENDOR will also be required to submit a W9 (attached).

ORDERS

Any authorized employee or representative of the CITY may place an order with the 
VENDOR. The VENDOR is authorized to accept the order as long as the VENDOR is 
provided either a purchase order number or a credit card number at the time the order is placed.

If the VENDOR is provided a purchase order number from the CITY at the time of order, 
then the purchase order number shall be referenced on all invoices submitted to the CITY. The 
CITY will reject any billing invoice that does not contain a purchase order number. 

The VENDOR shall submit to the CITY, at the invoice address below, a copy of the credit card 
receipt for all orders placed using a credit card number. 



INVOICING

Invoices are to be submitted via electronic mail to the following address: 

City of Missouri City
Attn: Accounts Payable 
1522 Texas Parkway Missouri City, TX 77489 
accountspayable@missouricitytx.gov

Failure to submit invoices to the above address will delay payment. DO NOT submit 
invoices to any other address for payment. The invoices shall be in a form acceptable to the 
CITY, setting forth the charges for the services provided which were delivered during 
such billing period, and the compensation which is due for same. If the project work 
shall take in excess of thirty (30) calendar days, then such invoice shall be submitted to the 
CITY on or about the first of each month. 

The CITY shall only pay for work performed or goods received. Prepayments or deposits 
are not allowed unless specifically authorized by an executed contract between the VENDOR 
and the CITY.

GOVERNING LAW

Chapter 2251 of the Texas Government Code, commonly known as the Prompt Payment 
Act, sets out the required deadlines for payment of the CITY'S obligations 
to its vendors, requirements for vendor's payments to their subcontractors, penalties for 
failure to comply with the Act and exceptions to the Act.

The Act requires political subdivisions to pay all payments owed not later than thirty (30) days 
after the goods and services are received, the performance of the service under the contract 
is completed, or the date the invoice is received, whichever is later. A payment begins to 
accrue interest on the date the payment becomes overdue.  The rate of interest that 
accrues on an overdue payment is the rate in effect on September 1 of the fiscal year in 
which the payment becomes overdue.  The rate in effect on September 1 is equal to the 
sum of one percent (1%) percent; and the prime rate as published in the Wall Street 
Journal on the first day of July of the preceding fiscal year that does not fall on a 
Saturday or Sunday. Interest on an overdue payment stops accruing on the date the 
governmental entity or vendor mails or electronically transmits the payment.  

The CITY shall notify a vendor of an error in an invoice submitted for payment by the vendor 
not later than the 21st day after the date the entity receives the invoice. If a dispute is 
resolved in favor of the vendor, the vendor is entitled to receive interest on the unpaid 
balance of the invoice submitted by the vendor beginning on the date under Section 
2251.021 that the payment for the invoice is overdue. If a dispute is resolved in favor of 
the governmental entity, the vendor shall submit a corrected invoice that must be paid 
in accordance with Section 2251.021.  The unpaid balance accrues interest as provided 
by this chapter if the corrected invoice is not paid by the appropriate date.



VENDOR'S ACCEPTANCE

Method of Payment Selected (check one): 

( ) MasterCard Credit Card (no W9 required) 
( ) Electronic Funds Transfer

_______________________________________________________________________________ 
Name of Vendor 

_______________________________________________________________________________  
Printed Name/Title   

________________________________________________________________________________ 
Remittance Address        City   State    Zip

_____________________________________   _________________________________________ 
Accounts Receivable Phone Number  Accounts Receivable Fax Number

_____________________________________  __________________________________________ 
Accounts Receivable Contact   Email

_____________________________________   _________________________________________ 
Tax ID         Make Payable To

__________________________________________ _______________
Signature           Date 

DEPARTMENT CONTACT

Provide the department and contact name that is requesting your business:

_______________________________________________________________________________
Missouri City Department

_______________________________________________________________________________
Department contact name and phone number
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w Q̂H�OW�gQ[v]U�fOĤ Ĝ\eOPax�����������,����(�������-�������������!�
�!���!� ���(�������(�� �������)������ ��� �-����������&
1��by�����!(��
-�������
�%�������(���� �k*�(,!-�)������ ���
l��������������������*��
�!*+�(�����*�(,!-�)������ ������(�! ����������"���/��/��-����������"�
 ��� �� �"�*��,����� �*�������/(������������(�����"������"����������"�
�����-������-��"�-���������� �������������������-�������(�� ��� �
���� �-��������)��,�������(�����"��� �(�������-���������������������*����
�-�������
�
�����������������(���������������!*+�(�����*�(,!-�
)������ ���


z�!�)��������*���!*+�(�����*�(,!-�)������ �������-����������!�
��(����������!������������K!��������!��(����(��%&'"���,������-��-���
(������(������"��� ���-����������!����/�*�������������� � ��� �� �������!��
��/����!��


{Q|hIPHW�|G]�VI[IO}I�fO\\�gI�W]g~I[H�HG�gQ[v]U�fOĤ Ĝ\eOPa�ONJ�
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