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                                       City Purchasing          General Information 206-684-0444

Current Contract Information

	ALERTS

This contract is not intended for anything that is more properly classified as Public Works.  

This contract is limited to only those items expressly provided for in this contract.

Do not use for federally funded purchases without a specific review for your grant funding requirements.

	Contract Title  TRAVEL EMERGENCY HOTELS
	Contract # 0000003009

	Buyer
	Name: 
Laura Park
	Phone:

206-684-0445
	E-Mail: 
laura.park@seattle.gov 

	Vendor (name/address)
	Saroya Hospitality LLC dba Sutton Suites & Extended Stay
3423 S 160th St
Seattle, WA 98188
	Vendor ID#   0000264888

	Vendor Contact
	Contact: Becky Hoof                           Phone: 206-431-6884   Fax: 206-431-9181
E-Mail: info@suttonsuites.com

	WMBE Status
	 FORMDROPDOWN 


	Description
	· This is a convenience contract not to exceed the annual DV limit 

	Contract Term
	2/28/12 thru 1/31/17

	Future Extension Option
	Optional 2 (two) additional 2 (two) year terms

	Freight Terms
	FOB Destination Prepaid and Allowed

	Prompt Pay Discount
	Net 30

	Delivery ARO
	N/A

	Order Instructions
	For Use By: All City Departments 
	Order Limit:  N/A

	Contracting Options
	 FORMCHECKBOX 
This is the only City contract for this product.  Unless a separate competitive process is undertaken, this contract must be used when a product is sought that matches contract offerings. Call the Buyer for advice.

 FORMCHECKBOX 
This is one of several contracts awarded for this product.  The City may select among any of the following:

	Comprehensive Contract
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	Current Pricing

Government Rate or Better
	Original ITB / RFP 

n/a


	Contract History
	Contract Start date

2/28/12
Change Order #1 – 

Change Order #2 -

Change Order #3 

Change Order #4- 



	Vendor Emergency Contact Information

	Emergency Contact Name
	Becky Hoof

	Emergency Phone Number
	206-431-9181

	Back-Up Emergency Phone Number 
	

	Contact information for company locations areas outside Seattle that can be called upon in an emergency

Alternative Address
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The City of Seattle
PURCHASING SERVICES
700 - 5™ Ave Suite 4112

P.O. Box 94687

Seattle, WA 98124-4687

Vendor #: 0000264888

Saroya Hospitalities LLC dba
Sutton Suites & Extended Stay
3423 S 160" St

Seattle, WA 98188

Contact; Becky Hoof

Phone #: 206-431-6884

Fax # 206-431-9181

E-mail: info@suttonsuites.com

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000003009 2/24/2012
Payment Terms Freight Terms
Net 30 FOB: Destination; Prepaid & Allowed
Buyer: FAX: Phone:
Presley Palmer 206-233-5155 206-233-7158
Ship To:
CITY DEPARTMENTS
| Bill To:
|
SEE BELOW

Sutton Suites is awarded a convenience contract to provide temporary housing to City of Seattle
employees and displaced homeowners (Customers) during emergency situations. All rules and
procedures of this contract are in accordance with the Attachment 1, Guidelines for Direct Bill Hotel
Accounts. Annual usage level is not to exceed that of the current DV limit.

Original Term:

Contract Period: 2-28-2012 through 1-31-2017 with option to extend 2(two) additional 2 year period as

mutually agreed.

Requests shall be made by City personnel from various City of Seattle departments.

Authorized Signature/Date
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Attachment 1

City of Seattle
Guidelines for Direct Bill Hotel Accounts

Purpose
This process is to obtain a hotel room under circumstances where the department supervisor or authorizing agent deems

necessary. The hotel accounts are generally designed for disasters, winter storm events, or other situations where The City
of Seattle may need to house City employees or displaced homeowners on an emergency or short notice basis. The direct
bill account with each participating hotel is part of our contingency planning for such events.

Authorized Charges
Lodging:

Hotel services on the direct bill accounts are limited fo single occupancy lodging, per family size, at the government rate
or lowest available rate (whichever is less) at time of check in, applicable room taxes, and local business telephone
calls

Parking for passenger vehicles

Other hotel services provided at no additional charge may be used by the individual (e.g. internet access, television, in
room coffee, etc.)

Other hotel services ordered by the individual that result in additional charges will be set up on an auxiliary account for
the room and will be the responsibility of the individual at issue to pay upon check out (e.g. snacks, meals, movies,
laundry, long distance telephone calls, fitness facilities, etc.). City departments will not be responsible for incurred
charges outside of the scope of this document.

Damage to the hotel room and / or any of their facilities will be considered the personal responsibility of the occupying
individual(s).

Hotel Accommodation Procedures

A call should be placed to the hotel to reserve a room with as much advance notice as is possible.

v If the reservation is not needed, it must be cancelled or the hotel will charge a “no show” fee which will be charged
to the Org Unit budget.

Upon check in, the employee or displaced homeowners should identify themselves as directed by City supervisor or
authorizing agent for temporary housing and direct bill account from the coordinating City department.

The employee and displaced homeowner will be required to show appropriate identification.

The coordinator or employee should advise the hotel desk personnel of the City direct bill account number if he / she
know it.

Upon check out, the individual will be asked to sign the hotel's itemized lodging bill thus verifying the charges are
correct, and he / she will be given a copy of the itemized hotel bill to take with him / her.

The coordinator or employee should attach the itemized hotel lodging bill to the travel expense claim form or alternate
claim form provided by coordinator. If no claim is being submitted they should stamp the itemized hotel lodging bill with
the Accounts Payable Coding stamp, complete the necessary account coding, and have it signature approved by their
direct supervisor or manager.

The coordinator or employee should then forward the account coded and signature approved itemized hotel lodging bill
to their *department’s finance department, or other appropriate department, either attached to their claim form, or by its
self if there is no claim form being submitted, for comparison and reconciliation to the hotel's statement of charges to
authorize payment.

* For City Light, the employee should forward the account coded and signature approved itemized hotel lodging bill to
the City Light Travel Coordination Desk (SMT 3060).

Rev. 02/15/12






