Speaker contract process

Contract -

1) e-mail client services contract to speaker

2) speaker prints from e-mail signs and sends original signature to us

3) original must have speaker’s signature, contract manager signature(person who has taken training, me), and budget manager signature (me)

4) this form is then submitted to Purchasing which creates a Contract Number

Travel – 

1) Call Phylis at All Travel and Cruise (360-534-9025)

Arrange flight, hotel and car

2) Purchasing gives contract number to Jennifer Dumpert who authorizes Phylis to lock down the flight.

3) If we arrange hotel we use Red Lion and have to call local reservation desk to make sure state rate is applied.

4) If we do car rental we use Enterprise, EG acct # 45WA002.
Speaker needs to return car w/ full gas tank.  Original receipt for fuel purchase required for reimbursement

5) We notify speaker to tell rental car desk bill will be paid by EG credit card (last 4 digits - 6303)

A-19 form needs to signed and turned in to Purchasing after the event.

Signature can be obtained prior to event.  Original needed.

A-20 form for separate reimbursements not paid in advance by state:

Car fuel, hotel?, airline?

Jennifer Dumpert 360-867-6351

Sharon Nagle, Buyer I, 360-867-6357

Kathleen Haskett, Purchasing Manager, 360-867-6356

