Sample Advertiser Letter and Contract

2005 AGO Region VI Convention

P.O. Box 50112

Colorado Springs, CO 80949-0112

719-598-3324

wesphy@gbronline.com

September 1, 2004

The Colorado Springs Chapter of the American Guild of Organists (AGO) is honored to host the 2005 AGO Region VI Convention June 26-29, 2005.  We invite you to place an advertisement in our Convention Program Book.  

The Convention Program Book is a marvelous opportunity for you to reach this select audience of professional church musicians.  You can showcase your talents as a performer or presenter, your business, or your church or educational institution.  

In addition to advertising in the Program Book, we invite you to consider sponsoring or underwriting a specific Convention event- concert, reception, worship service, or workshop.  Event sponsors will receive special recognition in the Convention Program Book.  Several Convention events will be open to the public, providing additional visibility for sponsors.  Please contact me for more detailed information.  

Most attendees will come from AGO Region VI, which includes Eastern Colorado, Iowa, Kansas, Minnesota, Nebraska, North Dakota, South Dakota, Wisconsin, and Wyoming.  Further specifics on our Convention and area attractions are available on the Convention website at www.csago2005.org.  

Also attached are pages with contract information and an order form showing sizes and prices.  I would be glad to answer any questions.  Feel free to contact me at the above phone number, by e-mail, or by mail at the Convention address. 

We look forward to sharing in this great event with us!

Sincerely,

Phyllis Nielsen, Chairperson

Program Book Committee

Encl: 
Advertising Guidelines


Advertising Contract


Ad Specifications and Rates

Advertising Contract

Official Convention Program Book

Deadline for Space Reservation, Payment and Advertising Materials:

December 1, 2004

Advertiser Name:


Contact Person:


Address:


City/State/Zip:


Phone:


E-Mail: (Please print)


I/we have read and understand the schedule terms and conditions of this agreement and will abide by them.  

Signature/Title:
Date:



□  BW Inside Front Cover (Depending on availability)
$375


□  BW Inside Back Cover (Depending on availability)
$350


□  BW Full Page
$250


□  BW Half Page (horizontal)
$150


□  BW Half Page (vertical)
$150


□  BW Quarter Page (horizontal)
$100


□  BW Quarter Page (vertical)
$100


□  BW Eighth Page (horizontal)
$50


□  BW Eighth Page (business card)
$50


            See reverse side for size and price information.

Microsoft Word will be used in publication consolidation and Adobe Photo Deluxe or Microsoft Photo Editor will be used to manipulate graphics.  Please submit all graphics in high quality JPG, EPS, or TIFF format files to ensure quality reproduction.  Please submit all text using any standard Microsoft Word fonts (e.g., Times New Roman, Arial).  If nonstandard fonts are required in your ad, please group text and graphics and save as graphics in the applicable size and quality. 


Ad Cost:

$______


Total:

$______

Return this order along with full payment.  No refunds or cancellations after November 15, 2004.  

Please make checks payable to CS/AGO 2005.

Please send Contract and Payment to:

2005 AGO Region VI Convention, P.O. Box 50112, Colorado Springs, CO 80949-0112

wesphy@gbronline.com

ADVERTISING GUIDELINES
Official Convention Program Book

General


The AGO 2005 Colorado Springs Official Program Book is published by the Convention Steering Committee (hereafter referred to as “Publishers”) in cooperation with the American Guild of Organists for the 2005 Convention.  The American Guild of Organists is a non-profit, education organization chartered by the Board of Regents of the State of New York in 1896.


Publishers reserve the right to decline any advertisement, before or after the published closing date that does not meet with their approval.  Improper copy will not be accepted. 

Acceptance of advertising does not imply endorsement.  Publishers reserve the right to head and/or box advertisements that, in their opinion, bear confusing resemblance to editorial manner.  

Contract and Copy Regulations


Publishers will not be bound by any condition, printed or otherwise, appearing on any order blanks, insertion orders, or contracts when they conflict with the terms and conditions of this advertising schedule or any amendment thereto.  


Advertiser and/or advertising agency assumes liability for all content (including text and illustrations) of advertisements printed, and also assumes responsibility for any claims therefrom made against Publishers and agrees to indemnify Publishers against any expense and loss suffered by reason of such claims.  


Payment must be made in U.S. dollars, either by international money order or by a check drawn on a U.S. bank.  All display advertising requests must be confirmed with a completed reservation (enclosed) or letter of request.  Inside front and inside back cover reservations will be honored on a first-come, first-serve basis, depending on receipt of order and payment.  Ads must be in black and white only and have borders or boxes. 


An advertiser using an advertising agency is responsible for any debts incurred by the agency in the advertiser’s name.  If an advertising agency defaults on payment or declares bankruptcy, the advertiser will pay all cost directly to the Publishers, regardless of whether the defaulting agency has already been paid for the space.  

Submission Requirement


All ads must be submitted on computer disk as outlined on the Advertising Rate Sheet.  We cannot design or typeset advertisements.  If advertiser is unable to submit in the required format, it may be possible for Publisher to arrange for conversion at additional charge to advertiser.  Please contact the advertising coordinator for details.  Placement of advertising assumes agreement with all stated policies of this advertising contract.  

Advertising Specifications and Rates

Full Page (black & white only)


Inside Front Cover
$375


Full Page Ready Print Size:

7.0” wide x 9.0”tall


Inside Back Cover
$350


Full Page Ready Print Size:

7.0” wide x 9.0”tall


Full Page in Book
$250


Trim       8.5” wide x 11.0” tall


Full Page Ready Print Size:

7.0” wide x 9.0”tall

Half Page (black & white only)
$150


Horizontal Page Ready Print Size:

7.0” wide x 4.5”tall


Vertical Page Ready Print Size:

3.5” wide x 9.0”tall

Quarter Page (black & white only)
$100


Horizontal Page Ready Print Size:

7.0” wide x 2.25”tall


Vertical Page Ready Print Size:

3.5” wide x 4.5”tall

Eighth Page and Business Card (black & white only)
$50


Horizontal only Page Ready Print Size: 3.5” wide x 2.25”tall

Mechanical Requirements

Acceptable formats for submitting ads:

1)
Mac or PC text files with standard Microsoft 2000 Word fonts.

2)
Mac or PC high-resolution JPG, EPS, or TIFF files.

All image files should be at least 300 dpsi.

All files must be accompanied with a printout of the ad. 

Media accepted on 3.5” disk or CD-ROM.

Deadline for space, reservation and payments is December 1, 2018.  
