
Compass (Chartwells) Requisition Process & Requirements

• FOOD ORDER:  https://lamaruniversity.catertrax.com

• REQUISITION:   NON-CATALOG FORM 

• COMMENTS:  Comment the 5 W’s (Who, What, When, Where, Why) for the event

• ATTACHMENTS: Compass ‘PENDING PO’ Event Form (Issued by Compass ).  All attachments must be in pdf format only.

Compass (Chartwells)   Ext. 8925

Procurement Contacts:

• Ann Sanders, CTCD   Ext. 7343
• Marc Paine, CTCD     Ext. 1783
• Zak Griffin  Ext. 7005

• INDEX CODE:  Designated Index Code for
Requisitioner’s Department

• ACCOUNT CODE:   728100 for Catered Events

https://lamaruniversity.catertrax.com/


• Requisition line items must be typed exactly as the line items on the ‘Pending PO’ Event Form

• Type EVENT # at the beginning of the first line item only 



‘PENDING PO’ EVENT FORM

• Required attachment to process requisition provided by Compass

• Other Compass documents not required.


