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e ™\ . .
éontracts for food, services\ Student preliminarily reserves ﬁ%,ﬁiﬁf;ﬁ?ﬁnﬁi?& con-
and travel must be author- o dgte, time, location and services tracted services will be pro-
ized and signed by author- "| with vendor. vided on campus from off-
ized College personnel only J campus vendor...
and the process for signa- \
ture can be lengthy; there-
fore, three (3) months lead P y N
time is advisable. Student downloads Contract
SEE STUDENT LIFE packet from District website and A 4
CONTRACTS DEADLINE has vendor complete it. ﬂaculty Advisor helps stu- \
SCHEDULE AVAILABLE IN dent do the Mutual Hold
THE OFFICE OF STUDENT ~ o Harmless Agreement utiliz-
LIFE ¢ ing template.
\ j G’,udent submits to Student \ Student has vendor sign 3
Life: - original copies of the Mutual
1. 3 copies of the contract w/ Hold Harmless Agreement.
. original signatures.
O 2. Copy of the club minutes Student is responsible for
approving the expense. obtaining Certificate of In-
3. Completed Purchase Req- surance from the vendor for
uisition. facilities purposes.
4. Copy of certificate of In- _
surance if needed.
5. W-9 Form for vendor if it's \ /
K a new vendor. J
\ 4
s Y ™ Student submits original
Director of Student Life signs signed Hold Harmless Agree-
Purchase Requisition and sends ment & Certificate of Insur-
contract packet to the District ance to Office of Student
Business Services. Life.
Campus Business Office cuts . J
check and sends to vendor.
\ 4 \ 4
A Business Services sends con- (Hold Harmless Agreement &
tract to the Board of Trustees . Certificate of Insurance is
for approval. reviewed by Student Life
e . . N\ and sent on to Administra-
Student Life sends original tive Services with Facilities
Purchase Requisition, signed Use Request at least 3
original contract to Campus v weeks prior to the event.
Business Office.
District Business Manager signs \_ j
3rd original copy of contract contract and sends 2 originals
goes to vendor/contractor. back to Student Life
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