
LET US HELP YOU!

DON’T KNOW HOW TO FILL OUT A 
‘CONTRACT FOR SERVICES’ FORM?!🤓



2
Provide the date

contract is filled out.

Provide the name 

or company 

name of service.

Provide both the start date and end date of the requested service(s). 

FOLLOW NUMBERED ARROWS
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3
Prove a brief description of 

services needed from company 

or individual

EXAMPLE: DJ Hart will provide entertainment from 

8pm-12am in Church Street Center on April 23, 

2018 for Dance Company’s end of the year formal.
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FOLLOW NUMBERED ARROWS

To the right of arrow # 1, fill in SGA/ the club requesting services.

To the right of arrow #2, provide total payment for the services 

requested.



**PLEASE PROVIDE THE CORRECT INFORMATION**
IF REQUESTING FOR THE SERVICE OF A COMPANY, PLEASE FILL OUT THE LEFT COLUMN

IF REQUESTING FOR THE SERVICE OF AN INDIVIDUAL, PLEASE FILL OUT THE RIGHT COLUMN

FOLLOW NUMBERED ARROWS

COMPANY INDIVIDUAL

After finished filling out form, please hand into AMANDA SCHULER who will send contract to the vendor for further processing.





**THIS WILL NOT BE A FORMAL CONTRACT UNTIL DEPARTMENT APPROVED**

RESUMÈ RECOMMENDED!

NOTE!!

W9 FORM REQUIRED

Additional Info Needed:


