
Contracting Flow Chart 

This document is intended to prepare you for meeting with the financial operations specialist for 

bringing a speaker/presenter/performing artist, please note that contracting takes anywhere from 20-45 

business days to complete. Only organizations with SA funding through OBAC need to follow these 

procedures.  

 

 

 

 

 

 

 

  

STEP 1: 

Get a quote or estimate of the 

speaker/presenter/performing artist fee. 

Attach to purchase request in TribeLink.  

DO NOT SIGN ANYTHING OR START 

CONTRACTING, FINANCIAL OPS SPECIALIST 

WILL HANDLE THE CONTRACT 

STEP 2: 

Secure funding for you event. This can be a 

mix of sources including but not limited to: 

OBAC funds, Club Donations, Club Dues, 

Other Campus Departments, etc. 

STEP 3: 

Schedule a Meeting with the financial 

operations specialist.  

  

STEP 4: 

Information to request from 

speaker/presenter/performing artist BEFORE 

meeting with the financial operations 

specialist 

- Name of LLC/Agency/or individual 

who we are contracting/paying 

- Date of the event  

- Location of the event  

- Email of the 

speaker/presenter/performing artist 

- Address of the 

speaker/presenter/performing artist 

- Description of the 

engagement/services provided  

 

STEP 5: 

In meeting with financial operations 

specialist: 

- Send intro email of Fin Ops Specialist 

to speaker/presenter/performer 

(org) 

- Create a BuyW&M enrollment link 

(Fin Ops) 

- Fill out the W&M contract 

agreement form (together) 

- Send Contract to 

speaker/presenter/performer (Fin 

ops) 

- Confirm room/space reservation 

with SUE (this should be done 

before) 

STEP 6: 

Once contract is signed, after your event 

send a confirmation email to the financial 

operations specialist to complete the 

payment process 

*W&M policy is we will NOT pay any 

speaker/presenter/performer before an 

event is complete* 

  


