
Purchasing & Procurement Department 
Wesleyan University, November 2025 
 

Purchasing and Procurement News 
The Purchasing Office remains dedicated to supporting the Wesleyan 
community through negotiations and contract management. If you need 
assistance, feel free to contact: 

Olga Bookas: obookas@wesleyan.edu | (860) 685-2122 
Catherine Kost: ckost@wesleyan.edu  | (860) 685-2131 

 
Workday 

• All resources for Workday are located at WesPortal/Workday.  
• When purchasing copier paper, remember to use Cost Center CC1360. 
• New to Wesleyan? Need help? Stuck? Feel free to book a meeting with 

Catherine Kost. 
 

Purchases over $10,000? Come to Purchasing! 
We’re here to support you, make sure you’re using our contracts and 
T&Cs, and most importantly — help you SAVE MONEY! Do not 
hesitate to reach out! Be on the lookout for our Purchasing Survey coming 
to you soon 😊😊. 

 
Inn at Middletown – Contact information change 

All correspondence should be directed at Beth Pruchnic at the Inn. 
Beth has more than 18 years of experience and is wonderful to work 
with! 

Please see the following page for step-by-step reservation 
instructions. 

Beth Pruchnic 
Corporate Director of Sales 

 781-679-0157 
bpruchnic@linchris.com 

 
Webinar Reminder! 
 

Enterprise offers convenient rentals for university-related travel at 
negotiated rates—available for both business and leisure. Reserve early for 
the best availability! The booking link is now on WesPortal under 
Community. 
 
📅📅 Webinar: Wednesday, Nov. 12 at 11 a.m. Meeting Link  
 
Hosted by our rep, Zach Pietras, covering reservations, Emerald Club sign-
up, program benefits, billing, Q&A and much more! 

 
Zach Pietras 
Account Manager, Business Rental – Team New England 
 (416) 374-0297 
zachary.f.pietras@ehi.com 

 

 
 

The Finance Office has authority 
for the Purchasing & 
Procurement functions for 
Wesleyan University. We are 
responsible for managing the 
procurement tools and processes 
on a university-wide basis, 
including negotiations, contracts 
and legal agreements associated 
with the acquisition of goods and 
services that support Wesleyan's 
educational, research and 
community support initiatives.  
 
Olga Bookas 
Director of Purchasing 
Phone: (860) 685-2122 
obookas@wesleyan.edu 
Click here to book a meeting. 
 
Catherine Kost 
Assoc Director of Purchasing 
Phone: (860) 685-2131 
ckost@wesleyan.edu 
Click here to book a meeting. 
 
55 High Street 
Middletown, CT 06459 
 

Help our environment! 
Buy green! 

https://webapps.wesleyan.edu/portal/bucket/workdayXANDXworkday_helpXANDXworkday_dev_testXANDXworkday_training_docXANDXworkday_training_session
https://outlook.office.com/book/CatherineKostBookingArea@wesleyan0.onmicrosoft.com/?ismsaljsauthenabled
https://teams.microsoft.com/l/meetup-join/19%3ameeting_MjZiYmY0MDAtYmE0My00NTcyLTlhN2ItMWE3YWU3OTM0ZWUw%40thread.v2/0?context=%7b%22Tid%22%3a%225a9bb941-ba53-48d3-b086-2927fea7bf01%22%2c%22Oid%22%3a%22da45a8b0-1c97-41f9-b8a0-58089dcfaaaa%22%7d
mailto:obookas@wesleyan.edu
https://outlook.office365.com/owa/calendar/OlgaBookas@wesleyan0.onmicrosoft.com/bookings/
mailto:obookas@wesleyan.edu
https://outlook.office365.com/owa/calendar/CatherineKostBookingArea@wesleyan0.onmicrosoft.com/bookings/


Wesleyan ↔ Inn at Middletown — Contract Process 
1) Requesting Department Completes & Send Contract 

• Fill out the Wesleyan/Inn at Middletown Contract (see template on the next page). 

• Email the completed contract to Beth Pruchnic, Corporate Director of Sales 

o Phone: 781-679-0157 

o Email: bpruchnic@linchris.com 

 

2) Review Beth’s Returned Contract & Forward for Approval 

• Beth will review/sign and email the contract back to you (department who made the 
request). 

• You: Confirm all details are correct (dates, rates, rooms, billing, contacts). 

• Then forward Beth’s contract to Purchasing for approval: 

o Olga Bookas — obookas@wesleyan.edu 

o Catherine Kost — ckost@wesleyan.edu 

 

3) Purchasing Review & Signature 

• Purchasing will: 

o Verify terms and compliance, 

o Obtain the required signature, and 

o Return the fully signed contract to you (the requester). 

 

4) Send Signed Copy to Beth (Finalize Booking) 

• You (the requestor): Email the fully signed contract back to Beth Pruchnic at 
bpruchnic@linchris.com to finalize the booking. 

 

mailto:bpruchnic@linchris.com
mailto:obookas@wesleyan.edu
mailto:ckost@wesleyan.edu
mailto:bpruchnic@linchris.com
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Inn at Middletown/Catering HOTEL NAME: 
GROUP SALES AGREEMENT 

This Agreement is made and entered into as of , by and between Inn at Middletown and 
Wesleyan University,   (“Group”).  Group agrees that the terms of this Agreement are 
based upon the information provided by   below.  
If information provided by Group materially changes or is incorrect, this Agreement may be terminated pursuant to Section 5. 

SECTION ONE: GROUP INFORMATION 

 Company/Organization or Sponsor’s Name:

 Contact Name:

 Event Name and general description of event:

 Contact Phone: Day:    Email: 

 Contact Address:

SECTION TWO: GUEST ROOM RESERVATIONS 
GUEST ROOM ACCOMMODATIONS: Hotel will hold the following block of rooms for Group’s use but does not guarantee 
any particular rooms nor does it guarantee that rooms will be in proximity to each other. Negotiated room rate: $141 per 
night (rate may vary depending on booking date). 

DAY Date Room Type Number of 
Rooms 

Room Rate 

SECTION THREE:  GUEST ROOM RATES 
 University is a Tax-Exempt entity. All rates are net non-commissionable.
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SECTION FOUR:  BILLING/CREDIT PROCEDURES FOR GUEST ROOM CHARGES 
Please check one  

Guest room charges and incidentals charged to master account. 

Guest room charges only charged to the master account.  Individuals to pay for incidentals. 

Individuals pay for their guest room charges and incidentals.   

Special instructions – please explain below 

INCIDENTALS: Unless indicated above, incidental expenses of Group members will be the responsibility of each 
individual.  The individual guests will be expected to leave a valid credit card or a cash deposit in the amount of $50 with 
the hotel at the time of check-in.  It will be Group’s responsibility to inform its members of this requirement.  If a cash 
deposit is paid, the amount of the deposit will be determined by multiplying the estimated expenditure per day ($50) by 
the number of days the guest is in-house.   

SECTION FIVE:  CANCELLATION/MODIFICATION 
CANCELLATION: If Hotel cancels this Agreement or is unable to provide the requested rooms, the Hotel will work with 
Group to arrange alternative accommodations and space at the prices set forth herein.  Hotel will arrange for comparable 
space in the same vicinity of the Hotel and shall provide, without charge, necessary transportation between the alternative 
site and the Hotel.  Hotel’s liability is limited to these remedies and Hotel shall not be liable for any consequential, punitive 
or special damages. 

If you decide to cancel this Agreement, reduce the size of your attendance, you agree that the Hotel will suffer damages.  
Such damages will be a result of Hotel’s inability to offer your unused space or services to another group and /or the cost 
to the Hotel to attempt to re-sell this space/services.   The exact amount of damages is difficult to determine, therefore, 
you agree that the following liquidated damage clause is a reasonable effort by the parties to agree, in advance, on the 
amount of damages.  It is agreed that these amounts will be due regardless of the Hotel’s ultimate ability to re-sell some 
or all of the space or services 

Less than 60 days prior to arrival date: 50% of each night’s estimated room. 

ATTRITION CLAUSE: The parties agree that the Group and the Hotel will share in the loss of revenues suffered by the 
Hotel in the event of the Group’s failure to utilize all of the rooms and services agreed to herein.  The Group therefore 
agrees to pay a percentage of lost revenue.   For sleeping room revenue, the lost revenue will be calculated by multiplying 
the number of rooms not utilized out of the Group’s block times the average room rate of rooms utilized, plus tax.   The 
Group will be responsible for paying the amount indicated by the chart below: 

Percentage of rooms/services not utilized      Group Pays 
5% or less     -0-
6 to 30%  20% of lost revenues 
31 to 60% 40% of lost revenues 
over 61% 60% of lost revenues 

SECTION SIX: MEETING ROOM/CATERING RESERVATIONS 
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Date Time Room Guest Count Room Rental 

• Group should refer to finalized banquet event order to determine final arrangements of above-mentioned events.
Group requests the following set-up of chairs/tables:

• Group requests the following audiovisual equipment:

SECTION SEVEN:  MEETING ROOM DEPOSIT 

 . Final Guarantee is due (10) Business days of Meeting Non-Refundable Deposit of                is to be paid to hotel 
by and Final Payment is also due at this time.   

SECTION EIGHT: CHARGES 

This function space is available at the above rate.  If Group decreases size below 20% of originally estimated head count; 
Group may incur additional service charges at the Hotel’s discretion. The facility fee is not a tip, gratuity or service 
charge and will be retained by the hotel.   

 Wesleyan University is a Tax-Exempt Entity. All rates are net non-commissionable.

8.2    CATERING SERVICES:  
Group must utilize in-house catering services.  Group must provide Hotel with all requested information regarding the 
selected menus 90 days prior to event and give Hotel notice of any subsequent changes.  

8.3    FOOD & BEVERAGE POLICY 

• Due to licensing and insurance requirements, all food and beverages to be served on Hotel property must be
supplied and prepared by Hotel. In addition, no remaining food or beverage shall be removed from the premises.  At
the conclusion of the function, such food and beverage become the property of Hotel.

• Menu prices will be confirmed 90 days prior to scheduled function.

SECTION NINE:  MISCELLANEOUS 
9.1 SIGNS AND DISPLAYS/USE OF HOTEL NAME:  Group shall not display signs in Hotel and Group may not use Hotel 
logo/name on any promotional brochures or ads without approval of the General Manager of Hotel.  Group shall not use any 
tacks, nails, staples or other intrusive methods of posting material within the hotel.  Damages caused will be billed to Group.  

9.2 SECURITY:  Hotel may, in its sole discretion, require Group to take certain security measures in order to maintain 
security in light of the size or nature of the function.  Such security measures may include the requirement to hire 
sufficient security personnel from a reputable agency that is approved by the Hotel prior to the function.   

9.3 SHIPPING AND PACKAGES: In the event Group will be shipping packages to Hotel, Group must notify Hotel at least 
one week in advance.  All packages sent to Hotel should include the name of Group, date of program and number of 
items.  Shipments should arrive no earlier than three (3) days prior to event.  Hotel accepts no responsibility or liability 
for the delivery, security or condition of the packages.  Hotel may charge Group its prevailing rates for shipping to/from 
the Hotel. 

9.4 OUTSIDE VENDORS.  If Group engages an outside vendor (including, but not limited to security services, any 
equipment or special provisions); Group agrees to waive any liability on the part of the Hotel associated with the 
provision of such services or equipment.  In addition, Group shall inform Hotel in writing of its engagement of such 
Vendor and shall provide Hotel a copy of the contract between Hotel and Vendor.  Hotel may require the Vendor to 
indemnify and/or provide evidence of sufficient insurance to cover its activities at the Hotel.  Hotel may refuse to allow 
Vendor access to the Hotel premises if such conditions are not met. 

9.5 HOTEL CONTACT/NOTICES:  All notices, offers, acceptances, requests and other communications hereunder shall 
be in writing and shall be deemed delivered if hand delivered, sent by Federal Express, certified or registered mail to 
the Group contact on the first page of this Agreement, or, if to Hotel, to the following address:  
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Hotel Address: 70 Main Street, Middletown, CT  06457 Attn: Beth Pruchnic 
 
Hotel may change Hotel’s designated contact at any time upon notice.  Any notice will not bind hotel unless delivered to 

Hotel in the manner specified. 
9.6  DAMAGE CLAUSE:  In the unlikely event that damage to any Hotel property occurs as a result of any guest related 
to Group, Group agrees to assume all liability and expense and agrees that, in addition to any other rights as against such 
guest or others, Hotel may charge Group’s Master Account or directly bill Group for all such charges.  Group shall 
indemnify, defend and hold harmless Hotel and its officers, directors, partners, affiliates, members and employees from 
and against all demands, claims, damages to persons and/or property, losses and liabilities, including reasonable attorney 
fees (collectively “Claims”) arising out of or cause by Group’s negligence or intentional misconduct.  Group shall not have 
waived or be deemed to have waived, by reason of this paragraph, any defense that it may have with respect to such 
claims.   

9.7 GROUP’S PROPERTY:  Group agrees and acknowledges that Hotel will not be responsible for the safe-keeping 
of equipment, supplies, material or other valuable items left in function rooms, guest rooms or anywhere on Hotel 
property other than the Hotel safe.  State laws will govern Hotel’s liability for items stolen in guestrooms or items 
kept in Hotel’s safe.  Accordingly, Group agrees that it will be responsible to provide security of any such 
aforementioned items and hereby assumes responsibility for loss thereof.  Group may not rely on any verbal or 
written assurances provided by Hotel staff, other than as provided in this Agreement. 

9.8  FORCE MAJEURE:  The performance of this Agreement is subject to any circumstances making it illegal or impossible 
to provide or use Hotel facilities, including Acts of God, war, government regulations, disaster, strikes, civil disorder or 
curtailment of transportation facilities.  This Agreement may be terminated for any one of the above reasons by written 
notice. 

9.9 DISPUTE RESOLUTION:  This Agreement will be interpreted in accordance with the laws of the State in which the Hotel 
is situated and the exclusive venue for any dispute arising out of this Agreement shall be in the county or city in which the 
Hotel is situated. The prevailing party to litigation shall be entitled to recover, in addition to damages, all legal costs and 
reasonable attorney fees as fixed by the Court, both at the trial and appellate levels, and in any bankruptcy case and post 
judgment proceedings.  TO THE EXTENT ALLOWED BY LAW, THE PARTIES HERETO HEREBY WAIVE THE RIGHT 
TO A JURY TRIAL IN ANY ACTION OR PROCEEDING REGARDING THIS AGREEMENT. 

9.10 ENTIRE AGREEMENT:  This Agreement and any Exhibits hereto constitute the entire agreement between the parties 
and supercede any previous communications, representations or agreements, whether written or oral.  Any changes to 
this Agreement must be made in writing and signed by authorized representative of each party. 

9.11 MISCELLANEOUS:  The persons signing this Agreement for Hotel and Group each warrants that they are authorized to 
bind the Hotel and Group, respectively.  Any provision of this Agreement that is deemed unenforceable shall be ineffective to 
the extent of such unenforceability without invalidating or rendering the remainder of this Agreement invalid.   Each party shall 
execute such other and further documents as may be necessary to carry out the intention as well as to comply with the 
provisions of this Agreement.   
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9.12 NO ASSIGNMENT:  Group may not assign or transfer this Agreement or any part thereof without the written consent of 
Hotel.  Any attempted assignment or transfer by Group without such consent may, at the option of Hotel, be deemed to 
be a cancellation of this Agreement by Group, in which case Group shall remain liable for all cancellation charges set forth 
herein. 

9.13 PAYMENT: Payment of all invoices is due upon receipt.  Invoices remaining unpaid 30 days after the invoice date will 
incur an interest charge of the less or of 10% or the highest amount allowed by law.  Group will be responsible for any 
collection fees, attorney fees or other costs in connection with Hotel’s attempt to collect all amounts due hereunder.  No 
payment by Group or receipt by Hotel of a lesser amount than any installment or payment of amounts due shall be deemed 
to be other than on account of the amount due, and no endorsement or statement on any check or any letter accompanying 
any check or payment shall be deemed an accord and satisfaction, and Hotel may accept such check or payment without 
prejudice to Hotel’s right to recover the balance of such installment or pursue any other remedies available to Hotel under 
this Agreement or in law or in equity.  If the Master Account remains unpaid after 60 days, in addition to other remedies, 
Hotel may, at its sole option, elect to cancel subsequent and future arrangements, agreements or functions at the Hotel 
9.14  RIGHT OF HOTEL TO TERMINATE:  If any information provided by Group to Hotel regarding Group’s 
financial status, its activities, purpose or other material information about Group changes or is incorrect, Hotel terminate 
this Agreement in whole or part and Group will be liable for all payments due pursuant to Section 5 above. 

9.15  RIGHT OF INSPECTION/ENTRY:  Hotel will have the right to enter and inspect all functions and guestrooms.  If Hotel 
observes any illegal activity or activity that may result in harm to persons or objects, Hotel has the right to immediately 
cancel the event, in which case all of Group’s guests and invitees must immediately vacate the hotel premises.  In such 
event, Group will remain liable for all fees and charges related to the function pursuant to the terms of this Agreement. 

ACCEPTANCE OF CONTRACT 
If a signed original of this Agreement has not been received by the Hotel prior to  Hotel 
shall have the right to contract with other parties for the use of the , meeting room and catering services without further notice 
to Group.  In the event Hotel has a request for the rooms requested by Group prior to  and 
Hotel has not received Group’s signed Agreement, Hotel will contact the Group for a decision.  In such event, if Hotel does not 
receive Group’s signed Agreement within five (5) working days, Hotel will have the right to contract with another party without 
any further notice to Group.   
If this Agreement is signed by someone/an entity other than the Group (the “Agent”), the Agent hereby certifies and represents 
that it has the full power, authority and permission to execute this contract as agent for the Group.  In the event that the Agent 
executes this agreement without such authority, Agent shall remain liable for all payments and obligations hereunder.   

IN WITNESS WHEREOF, Hotel and Group have executed this Agreement in manner and form sufficient to bind them as of 
the date and year set forth on page one of this Agreement: 

For:   Wesleyan University 

By : Valerie Nye 

HOTEL Inn at Middletown  

By:  Beth Pruchnic 

Signature:   

Title:   Corporate Director of Sales 

Date:    

Signature:   

Title:  

 Date:    

 Controller
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