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STATE OF WASHINGTON

DEPARTMENT OF GENERAL ADMINISTRATION

Division of Purchasing / Office of State Procurement

210 11th Ave SW, Room 201 GA Building, (  P.O. Box 41017 (  Olympia, Washington 98504-1017 (  (360) 902-7400

http://www.ga.wa.gov/purchase
To: All Hotels Managers wishing to participate in the Washington/Oregon Lodging Directory
From:  Sarah Simpson, Washington State Travel Manager
Subject:  State of Washington 2009 Lodging Directory Survey and Agreement
Our preferred Hotel Contract #07404 has not met the expected needs of Washington State Travelers. Customer feedback resulted in a consensus that the Lodging Directory more efficiently met their needs. Therefore, we are sending this Survey and Agreement to inquire whether you intend to participate in the Washington State Lodging Directory beginning in January 2009.  The Agreement is intended to be in effect for three (3) years, with the per diem rate automatically adjusted as the state adopts the federal per diem rates each year. 
Participation in the Directory is free to you, and the requirements to participate are listed below:

1.  Lodging will be purchased using the State of Washington issued charge card, including the CTA (Corporate Travel Account, or ghost card (see below), traveler’s personal credit card, or direct bill option.
2. Sales reporting will be required on a quarterly basis and should be submitted through General Administration’s Online Reporting System. It will be necessary, when making a reservation for the State of Washington, to obtain the appropriate information from the traveler or travel coordinator to enter the sales data into the report. Failure to meet the required reporting elements of this Agreement may result in removal from Directory.
3. Registration in WEBS (Washington’s Electronic Business Solutions) at www.ga.wa.gov/webs. 
4. Only those facilities offering the state per diem or below will be allowed to participate. You may submit a % off per diem. 
The attached form must be fully completed, have an original signature, and mailed by August 15, 2008 to:
The Office of State Procurement

210 11th Ave SW

Olympia, WA 98504

ATTN: Sarah Simpson
sasimps@ga.wa.gov
2008-2009 Lodging Directory Survey and Agreement

	Property
Name:
	     
	Property
Address:
	     

	Property
Phone:
	     
	Web 

Address:
	     

	Contact 
Person:
	     
	Contact Email:
	     


(  Please check the yellow boxes below with an X to show the amenities that are available at the property/lodging location listed above: 
	Facilities
	Additional Services

	
	Accommodations for the disabled (ADA Compliant)
	
	High speed internet
	Cost      

	
	Parking 
	Cost      
	
	Airport limousine/shuttle service

	
	Restaurant on-or adjacent to premises
	
	Complimentary full breakfast

	
	Meeting rooms on premises
	
	Complimentary continental breakfast

	
	Sprinkler system in all guest rooms
	
	Free coffee

	
	Smoke detector in all guest rooms
	
	Complimentary daily newspaper

	
	Swimming pool on premises
	
	Frequent Night Stay Program (Please provide description): 

	
	Exercise facility on premises
	
	Other:

	
	Microwave/refrigerator
	
	Other:

	Payment Options (in addition to traditional credit card method)

	
	Accepts the State issued CTA* (ghost card charge card) or “direct bill” as a method of payment for lodging, with ability to require alternate live plastic card for incidentals.


Please select payment methods accepted

 FORMCHECKBOX 
 Visa (including the State of Washington Ghost card) see above. 

 FORMCHECKBOX 
 MasterCard

 FORMCHECKBOX 
 AMEX

 FORMCHECKBOX 
 Discover

 FORMCHECKBOX 
 Direct bill
2008-2009 Lodging Directory Survey and Agreement

	Property

Name:
	     
	Property

Address:
	     

	Property

Phone:
	     
	Web 

Address:
	     

	Contact 

Person:
	     
	Contact Email:
	     


Rates submitted per the chart below. (To be included in the Lodging Directory, a participating location must offer state per diem or lower rate.)
 FORMCHECKBOX 
 Rates offered and accepted are to be designated up to, at least      % occupancy.

Example: Per Diem rate is $65; you offer 10% off per diem = $55.80 ($65.00 X .10 =$6.20. $65.00-$6.20 = $55.80). If you do not offer a percent off per diem, put -0- in the % off box. 

	Pricing

	Season
	Rack Rate
	Per Diem Rate
	% off Per Diem

	January through March
	$     
	$     
	     %

	April through June
	$     
	$     
	     %

	July through September
	$     
	$     
	     %

	October through December
	$     
	$     
	     %


I/We agree to offer the rates, payment methods and amenities to the following eligible entities listed in this agreement for the 2009 calendar year (please check all that apply):
 FORMCHECKBOX 
 Washington State Employees

 FORMCHECKBOX 
 Washington State Purchasing Cooperative Members

 FORMCHECKBOX 
 Institutions of Higher Education

	Signature

	Property Name:      
	Property Address:      

	City:      
	State:      
	Zip:      
	Phone:      

	     
	Sarah Simpson

	Authorized Signor’s Name
	State Procurement Coordinator

	X
	X

	Authorized Signature
	State Procurement Coordinator Signature

	
	

	Date
	Date
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