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• What is the contract management fee
• Where to find information on the

management fee on a bid document
• How to report management fee
• What you may encounter in reporting

management fees

Information Covered 



Contract Management Fee 
Master contracts awarded by DES will be subject to a 
management fee, paid by the contractor to DES. 

The management fee will be 1.50 percent of contract 
sales/purchase price for work orders. 

The purchase price is defined as total invoice price less sales 
tax. No management fee will be assessed against sales tax.

Example: Total sales (less sales tax) x .0150 = management fee.
You will need to submit a report for each quarter, including 
zero sales.
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Contract Management Fee 

Quarterly reports are due: 
Sales invoiced Due date 
Quarter 1 (Jan.1 through March 31) April 30 
Quarter 2 (April 1 through June 30) July 31 
Quarter 3 (July 1 through Sept. 30) Oct. 31 
Quarter 4 (Oct. 1 through Dec. 31) Jan. 31

The management fee will be based on total contract sales, which 
must be reported quarterly by the contractor in the Contract Sales 
Reporting System. DES will provide a login password and a required 
vendor number.
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Where to find information on a bid document
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Where to find information on a bid document 
(cont’d)
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Where to find information on a bid document 
(cont’d)
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Common Contract Sales Reporting Questions
• Vendor Number
• Contract Number
• Quarters to Report
• Finding Agency Information
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Contract Management Fee Notification 
This email serves as a reminder that your quarterly Contract Sales Report is due at the end of this month for vendor number WXXX on contract XXXXX. To 
determine which quarter(s) is due please access your account on our online Contract Sales Reporting System.

Reports must be submitted in the month following the quarter and before the Report Due dates listed below.

Sales invoiced Due date
Quarter 1 (Jan. 1 through March 31) APRIL 30
Quarter 2 (April 1 through June 30) July 31
Quarter 3 (July 1 through Sept. 30) Oct. 31
Quarter 4 (Oct. 1 through Dec. 31) Jan. 31

If you had no contract sales in a quarter you are still required to submit a report showing zero sales. If your contract starts or ends during a quarter you must 
report contract sales for that portion of the quarter that your contract was in effect. Contractors are required to report quarterly contract sales by dollar 
amount and customer name (agency, higher education, county, city, etc.). To finalize your report, please remember you must click on the Submit Sales Report 
button to transmit your report.

Quarterly reporting is a contract condition agreed to when you accepted this contract. Timely performance of the contract sales reporting is not only a 
requirement, but also an important consideration in the evaluation and decision to extend or rebid this contract. Failure to report sales or reporting sales late is 
a breach of contract and may be cause for contract termination.

If you need assistance with the reporting process, please contact your Contracts and Procurement Contract Administrator. Customer Service at 
contractingandpurchasing@des.wa.gov or 360.407.2210 is also available to assist you.

Thank you for your prompt attention to this requirement. 

State of Washington
Department of Enterprise Services
Contracts & Legal Services
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Contract Sales Reporting Login
https://fortress.wa.gov/ga/apps/CSR/login.aspx

https://fortress.wa.gov/ga/apps/CSR/login.aspx


Contract Sales Reporting Walkthrough
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Contact for Sales Reporting

To report your quarterly sales, go to the DES Contract Sales Reporting 
System portal page and log in. If you forgot it, you can reset your 
password by selecting ‘Forgot your password?’. If you need direct help, 
call DES as (360) 407-2210 or email us: 
contractingandpurchasing@des.wa.gov.
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Contract Sales Reporting Login
https://fortress.wa.gov/ga/apps/CSR/login.aspx

Contract Sales Reporting Worksheet - Lists 
all customer/organizations to be used as a 
tool to gather
customer/organization sales data offline 
before logging on and reporting sales. 

New Training Video Available!
Click here to view the online video on how 
to submit sales data into the Contract Sales 
Reporting System.

Reporting Instructions
Click here for instructions on how to 
submit sales data into the Contract Sales 
Reporting System.
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Questions?



Thank you
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