Sample Letter of Agreement for Workshop Presenter
Date

Addressee Name
Address

City/State

Dear_________

We are pleased to send you this letter of agreement to confirm our previous invitation to you to be a workshop presenter for the _______Region ___Convention of the American Guild of Organists in ______________________ , (dates)_________________.  Please look over the details of this agreement carefully.  If the details are correct, please sign one copy and return it to me at the address below by ___________________, and keep the other for your records.  If any information is inconsistent with your understanding, please apprise us of the changes needed so that we can prepare a corrected form to re-submit to you.

It is agreed that you will present the following event:

 Name (as it should appear in the program)

(Title of Workshop, date(s) and time(s)

at (Location)

(Phone and Address of Venue)

Please feel free to suggest an alternate title for your workshop that would more accurately reflect its content.

It is understood and imperative that all sessions begin and end on time.  Each workshop session is scheduled for 50 minutes.  There will be a volunteer assigned to each session to assist you.

Honorarium and Travel

,to be paid at the conclusion of your presentations. 

Lodging, Meals and Registration

You will also be provided with a complimentary convention registration (includes admission to all worship services, workshops and concerts, convention meals, and bus transportation.  Should you wish to attend convention events, you will need to submit a registration form for scheduling purposes.  A convention registration form will be available online in the near future at: _________________.

Biographical Information, Photo and Workshop Description

high resolution photo and biographical information for inclusion in the convention website/convention app/program book with your contract by ______________ (date). At this time, we will also need a paragraph description for each workshop you are giving. 

Handouts for Your Workshop

We would like to make workshop handouts available online and in the convention app. Please email these in pdf format by ________. If you choose to distribute printed copies, this will be at your expense. An estimate of number of attendees will be available two weeks preceding the convention. 
Audio-Visual or Other Equipment Requirements 

If you will need audio-visual or other equipment, please list it here:

Both parties agree that should the performance of any of the covenants of this Agreement on the part of either yourself or the AGO, be prevented by an Act of God, fire casualty, physical disability, the acts or regulations of public authorities or labor unions, labor difficulties, lockout, strike, civil tumult, war, riot, blackout, air raid alarm, air raid, act of public enemy, epidemic, interruption or delay of transportation service or any other cause, of a similar or different nature, beyond their control, you and the AGO shall respectively be relieved of their obligations hereunder with respect to the performance so prevented.  If the presentation of workshops at the time herein specified shall be prevented for any of the foregoing reasons, you shall be under no obligation to present workshops at a different time or to compensate the AGO for any expenses incurred in connection with such events.

If you have any questions, please contact me at the address below.

Thank you for agreeing to share your expertise with the musicians at our convention.  We are looking forward to your presentation as an important part of what promises to be a wonderful experience of music, learning, and good fellowship.

Sincerely,

Name

Title

Address

Phone

Email

Name of Presenter (print)______________________________________

Signature___________________________________________________


Telephone_________________________Cell______________________



Email______________________________________________________






Date____________________________S.S. Number_________________

    Signature of Convention Coordinator_____________________________________________

