 
<<Date>>
 
 
 
<<Name>>
<<Business>>
<<Address>>
<<City, State Zip>>
Dear <<Name>>
Thank you for agreeing to conduct a workshop(s) under the sponsorship of the << interest group name>> Interest Group of the Washington Library Association. This letter outlines our agreement regarding your presentation. Please review this agreement, and return one copy with your signature by <<date>> to verify your acceptance.
You will make the following presentation:
Program title:
Date(s):
Time: <<starting time – ending time>>
Location(s):
<<Interest group name>> and the Washington Library Association will provide:
Speaker’s Fee:
Travel Expenses:
Meal per diem:
Photocopy costs:
Other: 
NOTE: Include only those items listed here that have been budgeted for in the workshop CE Grant.
Either you or the <<OLA/WLA Joint Conference Committee>> may terminate this agreement without cause or liability up to 30 days prior to the program date by providing written notice. If <<number>> or more participants are registered by <<date>>, the <<Interest Group/WLA will be responsible for all expenses incurred by the presenter in preparation for the presentation and the presenter will be responsible for any expenses incurred by the Conference Committee for the presentation. If less than <<number>> participants are registered by <<date>>, the <<Interest Group/WLA>> have sole discretion in extending the deadline or canceling the program.
This contract includes the right for the <<Interest Group/WLA>> to copy and distribute, without additional compensation, enough copies of your material, whether copyrighted or not, to meet the objectives of the program for which such materials are furnished. This agreement also allows for the right to take still photographs during your presentation that can be reprinted in print or electronic form. This contract does not allow for videotaping of any presentation unless otherwise stated within an agreement that provides additional compensation.
Thank you again for being a part of this exciting workshop. Please sign in the space provided to verify your acceptance of this contract. Fill out the attached form stating your presentation needs. Return the original signed contract and the form in the envelope provided. A copy of the contract is included for your records. Do not hesitate to call me at <<number>> if you have any questions.
Sincerely,
 
 
Workshop Coordinator 
I accept the terms of this agreement: 
__________________________________ Date:___________________________
Signature of Program Provider
Taxpayer ID or Social Security Number _____________________________________ 
 
 
________________________________ ______________________________
Signature of WLA President 		Date
Original to WLA office/Copy to Treasurer
 
 
 
Note: Use only the parts of this form that you might reasonably be able to provide (this was prepared for conference speakers & may be more inclusive than we can be for a workshop. Do be sure that the last paragraph appears on whatever portion of this form you adapt. This does imply a contractual obligation on our part.





I will need the following equipment for my presentation:
___ power strip extension cord(s)
___ overhead projector
___ screen
___ slide projector
___ VCR
___ laptop computer equipped with PowerPoint
___ monitor
___ modem
___ phone jack for computer hook-up
___ computer projection unit
___ internet connection
Other __________________________________________________________________
_______________________________________________________________________
Room Set-up Preference
___ theater style
___ classroom style (tables and chairs)
___ speaker platform for ___-person panel
___ podium
___ table and ___ chairs on platform
Other___________________________________________________________________________________________________________________________________________________________________________________________________________________
 
Microphone Set-up Preference
___ microphone at podium
___ hand-held microphone
___ lapel microphone
Other __________________________________________________________________
________________________________________________________________________________________________________________________________________________

Additional needs:_________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________
The << Interest Group>> will make every effort to meet your requests for equipment and set up. If the Committee is unable to fulfill a request, the Committee will notify you as soon as every attempt to reasonably meet that request is exhausted. Any information provided on this form states your preferences and in no way is incorporated into the performance contract. 
 
Dana Murphy-Love, CAE, Executive Director
Washington Library Association
23607 Highway 99, Suite 2-C
Edmonds, WA 98026
(425) 967-0739 FAX (425) 771-9588
info@wla.org http://www.wla.org

